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Easiest way to take 


HESE five plastic belts are DICTABELTS 

Dictaphone’s unique dictation record. On 
them, your boss could put the dictating he’s 
likely to do in a whole week. 

What’s it to you? Well, what secretary 
doesn’t want to do her transcribing the easiest 
and quickest way—and without errors? Who 
doesn’t want to say goodbye to overtime 
and “‘hello’”’ to an evening’s fun, instead? 
DICTABELTS and TIME- 
MASTER dictating machine do the trick. Boss 


Dictaphone’s 


picks up the mike and gets the work off his 


In Canada 
The Dictaphone TIME-MASTER tating machine, England, Dictaphone ¢ 
“Takes the words right out of your ; 2 Master and Dict 








write Dictaphone C 
taphor ompany, Ltd., 


ibelt are regl 


a week’s dictation 





mind any time he likes—day or night. Doesn’t 
interrupt vour work for a shorthand session. 
You type from crystal-clear DICTABELTS lots 
easier than from shorthand notes. You con- 
trol volume, tone, speed... and can repeat 
any words instantly. 


One result: you’ve got more time to learn 
the business . . . help your boss in new ways 
that make you more important. Get all the 
Dictaphone facts and pass ’em on to the boss. 
You'll both be glad you did. Write Dictaphone, 
Dept. TS, 420 Lexington Ave., N. Y. 17, N. Y. 


DICTAPHONE cerrorarion 


orporation, Ltd., 204 Eglinton Ave. East, Toronto...in 
17-19 Stratford Place, London W.1,. Dictaphone, Time- 
tered trade-marks of Dictaphone Corporation. 





Passes Civil Service Exam 
_.. thanks to Dictation Discs 


“T had previously failed the 
Civil Service Exam, but 
after a little brushing up 
with the aid of the Dictation 
Discs I soon passed the test. 
... 1 wish to express my sin- 
cere appreciation for mak- 
ing this possible.’’—Mrs. 
Joann Lamph, Ogden, Utah. 


Teacher recommends Dicta- 
tion Discs for speed-building 


“T like to use records for my 
shorthand classes ... I find 
the Dictation Disc Com- 
pany’s records fit my needs 
well for practice and speed 
building.’’—Mrs. Virginia 
Rankin, Tu dil Bi idge # Mon- 


tana. 





Gets better job through 
Dictation Discs 


“These records have helped 
me secure a much better 
position than I had previ- 
ously.” Mrs. a? oe He nder- 
son, Portland, Maine. 


World's shorthand champion 
praises Dictation Discs 


“The key to shorthand speed is regular 
dictation practice, and your records pro- 
vide the student secretary with a rich sup- 
plement to such a program. The very pre- 
cise and clear manner in which they are 
dictated makes easier the climb to great- 
er shorthand speed.’’— William Cohen, 
World’s Shorthand Champion (280 wpm). 
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TODAY’S SECRETARY 


Employment agency records prove: 
High-paying jobs go fo girls 
who can take fast dictation! 





The ability to take dictation rapidly 
is one of the most sought-after skills 
in business today—according to re- 
cent employment agency records. 





New home Dictation 
Disc Method has helped 
thousands boost their 
speed to 130 wpm— 
with only 15 minutes 
of practice a day! 


Now Dictation Disc Company offers 
you a proven home method of boost- 
ing your speed—and your earnings— 
with only 15 minutes practice a day! 


Don’t let “shorthand stutter” keep 
you from earning $10-$25 more per week 


Does your shorthand go in fits and 
starts? “Shorthand stutter’ slows 
you down, keeps you from grab- 
bing off the high-paying secretarial 
jobs. Cure yourself with famous 


Used and recommended by 


Whatever your present speed, there’s 
a Dictation Disc to help you. Dicta- 
tion Discs are fine custom-quality 
RCA records of pure unbreakable 
vinylite that can be played on any 
speed phonograph. They contain spe- 
cially selected and timed dictation 





MAIL COUPON 
TODAY 
Each 33% 
Dictation 


RPM 
Dise 


a ine <4 : 45 rpm 78 rpm 333 rpm LP 
contains | 45 min- $1.75 each $2.50 each $5 00 each 
utes of ee }No.1 60& 70 wpm No.1 60& 90 wpm 
approximately No.2 70& 80 wo pats 
> ‘ 9 le are 0.2 IVE wpm No.2 70& 100 wpm 
equal to 12 letters. No.3 80& 90 wpm : 
Send for yours No 4 90& 100 ween No.3 90& 120 wpm 

r ). c 

TODAY . Money No. 5 100 & 110 wpm No. 4 100 & 130 wpm 
back if not de- No. 6 100 & 110 wpm Complete set $18.00 
lighted. 


No. 





WwW 


7110 & 120 wpm 
No. 8 120 & 130 wpm j 
Complete set of 12” Standard 78 rpm records $18.00 


Complete set of 45 rpm EXTENDED PLAY records $12.50. 


Dictation Discs and watch your 
weekly earnings go up! Satisfied 
users of Dictation Discs report 


salary increases of $10-$25 a week 
and more! 


leading shorthand schools 


to help you develop rhythm and poise 
. eliminate waste motion between 
strokes ... bring your speed up to 
130 wpm. Dictation Discs are used 
and recommended by leading short- 
hand schools for Gregg, Pitman, 
Stenotype, other systems. 


4 MAIL COUPON TODAY 


DICTATION DISC CO. 
170 Broadway, New York 38, N. Y. 


Dept. 199 


ALL SPEEDS! 


{_] Entire series $33.50 


Le EEE ee RS ease Se CE ee ee 
f) . PAO i «sn stincitiecedabieaievmmesiesuneaenniaiiaeimnésiiveatiadiaanda 
iSc 0. TE cai dhietehansscutenmilbpaunysivvondnmasnducalenmen inictascdsubicsicestceets 
TIUIININ: icnuittpnoniotaaeanantatbinmadendieissdenes ienemendsliaeimesbmeenetinhiaamnaiabuniaies 
DEPT. 199 Enclose check or M. O. (add 35c for postage) 8 
SPEED GUARANTEED OR YOUR MONEY B“”"*” 
* NEW YORK ‘ 


* September, 1956 
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( )s OUR COVER Spotlight on strips s! 
Ship ‘nh Shore's” ivs league classic 
shirtwaist in striped oxford cloth. Button- 


down collar. Sizes 28-38. In blue, red, 


gray, green, or brown stripes with white. 


Priced. especially for the budyvet-minded 
career girl, at just $3.98. Available at Ed 
Schuster & Co.. Milwaukee; Miacy's, Kan- 
sus Citv; Stern's, New York. 


Machine vs. Secretary 


IF SCIENCE-FICTION TALES have con- 
vinced you that there will soon be a robot 
doing vou job take heart from the words 
of Irene Place, associate professor of othice 
management at the University of Michi- 
van According to Protessor Place SECCTE 


taries needn't worry about being 


replaced 
by machines in the automated offices of 
the future. “The real secretary is not just 
a clerk-ty pist she is an assistant in man- 
Protessor Place 
“She can relieve her boss of many of the 
details of his job: 
and if they work together as a team. as he 


agement, points out 


minor administrative 
grows 1n Importance sO dos s she 
Secretaries are also advised to deve lop 


status as a co-worker rather than reflect 
thie glory ol thre boss’ work. 


Facts on Futures 


THE DOORS TO REAL OPPORTUNITY and 
advancement are open for more women 
today than at any other time in history, 
according to Mrs. Alice K. Leopold, as- 
sistant to the Secretary of Labor for 
Women’s Affairs. Mrs. Leopold, keynote 
speaker at this year’s National Secretaries 
Association convention, pointed out that 
in the past fifty vears secretaries have 
entered prac tically every business and in- 
dustry in the United States. Prospects for 
the future look even brighter, since secre- 
tarial services will be needed in new busi- 
Hesses as We i as Ih older ones, 

NSA efforts to improve secretarial per- 
sonnel and to promote high educational 
standards among secretaries were cited 
by Mrs. Leopold as effective means in 
helping secretaries to contribute to the 
total picture of America’s so¢ ial and eco- 
nomic progress and at the same time to 


better their own status. 








HOLD THE BRACELET in your hand. It’s light, isn’t 
it? Yes, it weighs a little more than two ounces. 


Yet, it takes less weight than this to depress 
one key of the new Royal Electric, and only three 
ounces to press down the carriage return key. 


Important! This typewriter is 13 times easier to 
operate than a non-electric typewriter. 
Very important! Your fingers aren’t dog-tired 


at the end of the day. You’ve done your quota of 
work in less time. 





Extra-important! And what letters! Beautiful! 
And how proud you’ll be when the boss signs them! 


Exclusive features? Yes, ma’am. Designed 
especially for you. So, do us a favor. Tell the boss 
that the new Royal Electric, made by the world’s 
largest manufacturer of typewriters, will help him, 
too. By helping everyone do better work, more 
work .. . easier. 


You can get a free office trial, no obligation, by 
calling your Royal Representative. 


® 
RG ¥ AL electric - standard - portable 


Roytype® business supplies 


Royal Typewriter Company, Division of Royal McBee Corporation 


TODAY’S SECRETARY @¢ September, 1956 














OFFICE B otc 


-erase 
without a 
trace 


SERVICE) U.S.A. 7099 B 





No mistake about it! 
No eraser in the past 
fifty years has made 
such an impression as 
AWM. FaBER’s pencil- 
shaped, white-polished 
ERASERSTIK. 


(AL 


2) v.s.Aa.7099 


crMviv 


It is an important 
tool for every girl 
who is ambitious to get 
promotions and pay 
increases—because it 
helps her turn out 
beautiful letters. 
ERASERSTIK erases 
without a trace, leaves 
no frizzles, no ghosts. 
Takes out a single 
letter without blurring 
the word. 











AW.FABER ERASERS TIK 


No mistake about it, 
ERASERSTIKS are office 
pets—and so are the 
girls who use them. 
Pick up a couple today. 











AW FABER ERASER 








7099 without brush 10¢ 
7099B with brush 20¢ 


A.W. FABER 


CASTELL 


PENCIL CO. INC. NEWARK 3 


m2 
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SECRETARIAL 
book 
shelf 


The Home Secretariat, an attractively 
illustrated 18-page booklet, offers down- 





to-earth do’s and don’t’s on the subject 
of social correspondence. Written in an 
informal and informative style, the book- 
let gives advice on writing announce- 
ments, invitations, and letters of con- 
gratulations, thanks, appreciation, con- 


dolence, and introduction. Examples of 
formal and informal notes are given; and 
each type of correspondence is listed ac- 
cording to occasion, form, and content. 
Copies of The Home Secretariat may be 
obtained without charge from the Hand- 
writing Foundation, 1426 G Street, N.W., 
Washington 5, D.C. 


Nea? 


Business executives will find interesting 
and intormative material in a new booklet 
outlining methods employers can use to 
reduce the risk otf embezzlement loss. 
Embezzlement Controls for Business En- 
terprises practical fo 
combating embezzlements of money, mer- 
chandise, and other materials. The 32- 
booklet also contains a check list 
tor determining whether or not a firm’s 
embezzlement 


desc ribes Means 


page 


controls are adequate. 


Available to employers without charge 
from Fidelity and Deposit Company, 2242 
Fidelity Building, Baltimore 3, Md. Re- 


quest on business letterhead. 


LY 
Sources of Information and Unusual 
Services offers a comprehensive guide to 
information, pamphlets, and services avail- 
able from hundreds of organizations and 
agencies in the United States. Arranged 
by subject, the scope ot the booklet ranges 


from accident prevention to zoology. 
Major subjects are in fields related to 
business, health, welfare, science, recre- 


ation, and education. Both private organ- 
izations and government agencies are 
included in the listing. Published in 1956, 
the guide sells for $2 and may be obtained 
from the Informational Directory Co., 200 
West 57th Street, New York 19, N. Y. 


Na 


Typewriter tabulation without compli- 
cated arithmetical calculation is the sub- 
ject of a new brochure by Remington 
Rand. Adapted from the book Typing 
Simplified, the brochure outlines five sim- 
ple steps for obtaining perfectly centered 
tabulation. Copies are available at Rem- 
ington Rand sales offices in all principal 
cities or by writing to Remington Rand, 
a division of Sperry Rand Corporation, 
315 Fourth Avenue, New York 10, and 
requesting booklet R-8812. 
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Gets the {7*fu7 M 
onthe cleaner instead 
of your fingers 


AW.FABER 





@ 


The dirtiest job a Typist has to do— 
cleaning the keys on her machine—is 
a breeze when she uses the new 
AW.Faber Plastic Type Cleaner. 


It comes in individual strips. Just place 
a strip lengthwise across the keys, 
press firmly, then lift off. Repeat ap- 
plication over entire type area. Then 


‘toss the dirty strip into the basket. 


Next time use a fresh strip. 


No unpleasant fumes. No working 
with a big, messy ball of gook. 8 
strips for 8 cleanings. Saves time, 
keeps fingers clean. 


Get a box today. But don't let any- 
one talk you into buying a substitute. 
Look for the AW. Faber label. 


A.W. FABER-CASTELL 


PENCIL CO., INC. NEWARK 3, N. J 










Beautyrite puts 


i 
at 
bs 


carbon copy 
perfection 


right at 


; your 





finger tips! 


Pee Es ate web, Te 
ae See % 





fs 


pen a folder of Beautyrite Carbon Paper 
and you have the key to the finest carbon copies 
in the world. Run your fingers across it — see, 
it doesn’t smudge. Carbon-stained fingers are 
a thing of the past with Beautyrite. And it 
gives up to 15 clear, crisp copies at one typing. 
No more double typing jobs. 


Beautyrite’s secret? It’s the unique carbon 
formula — virtually a “revolution” in carbon 
paper. This formula is the result of years of 
research to find the right combination of waxes, 
dyes and toners to keep every typewritten char- 
acter rich and sharp on copies — and smudge- 
proof under normal handling. Try Beautyrite 
yourself and see what perfection it brings. 
Write for free samples to: Remington Rand, Room 
1924, 315 Fourth Avenue, New York 10. 


KMemington. F®arnd 
DIVISION OF SPERRY RAND CORPORATION 
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types her best 
using the 


Loerie PY HOLDER 


+ * 


@ all-Metal—one piece 
@ “sight level" convenience 
@ holds postcard to phone book without tipping 


Today's secretary has found the Liberty Copy- 
holder an efficient aid for faster, better typing 

. no gadgets or devices to detract the user. 
Designed so it puts copy in full view at correct 
angle for easy, efficient work. Size: 7” wide, 
9" high, 5” base. So low in cost every typist 
in your office should have one. 


ORDER NOW! If not available from your 
local stationer, order direct from— 
BANKERS BOX COMPANY 


Makers of Liberty Record Storage Products 


720 S. Dearborn Street © Chicago 5, Illinois 
















+N 
XS 
a v2 


YY 
Pd 


Lh 





Ever watch someone 
searching in a messy file 
drawer for a letter or 
folder? Ever do it your- 
self? Takes time. Frays 
tempers. Costs money. 

Why not have your files in a condition 
you'll be proud to show? Acco-binding is 
the answer. Put your letters, invoices, con- 
tracts, orders—all your papers—in Acco- 
bind Folders. They'll be safely filed— 
where you want them—until you want 
them. And your files will be neat, orderly, 
efficient. Accobind folders also save con- 
siderable space in filing cabinets. Your 
stationer will be glad to show you the fea- 
tures of Accobind Folders (all sizes and 5 
colors), and other Acco products. Ask him. 


ACCO PRODUCTS, Ine. 
Ogdensburg, N. Y. 


4a: Acco Canadian Co., Ltd., Toronto 





oS 
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Ask the Experts... 





v. Where 1 nou 


elite typewriters are used. | asked our office 


work. | noticed that only 
manager if there was a reason for this. and 
he said that the pica machine is obsolete. 
Is this true? 


A. W hile it is true that, in some offices 
(or areas), one type or make of machine 
may be more popular than others, this 
does not mean that the machine less com- 
monly used there is obsolete. 

Typewriter companies offer a wide va- 
riety of type faces, and the style to be 
used depends on individual taste. 





dQ. What do the letters SS, which often ap- 


pear on legal documents, stand for? 


A, SS means Solemn Seal. Many times 
a red seal or wafer is pasted on the docu- 
ment in place of these letters. 


Q. My carbon copies always seem to have 
dark smudges on them. To remedy this, I've 
tried cleaning the roller and the paper hold- 
ers, and have even changed the touch con- 
trol. thinking that there might have been too 
much pressure on the paper. Nevertheless, | 
find that my carbon sheets are not as clean 
as they should be. Will you please give me 
some helpjul hints, or tell me why | am hav- 
ing this trouble. 


A, There are many factors that may be 
contributing to your problem. 

l. Your paper-feed rolls (beneath the 
paper cylinder) may be so adjusted that 
they are pressing too heavily against the 
cylinder. 

2. You may be using heavy (“soft”) 
carbon instead of lightweight (“hard”) 
record carbon. You may be using a hee- 
tograph (duplicating) ribbon instead of 
a record ribbon. 

3. If the sheets on which you type your 
original and carbon copies have a rough 
rather than a smooth finish, or are too 
thick, you may need to select paper that 
is more appropriate for your work. 

4. Thick, undecipherable letters may 


1956 


also result from using a nonstandard type- 
writer ribbon. one that is too thick and 
stiff. 

5. It is possible. too, that your cylinder 
and the feed rolls that held the paper in 
place have hardened with age and should 
be replaced, 

To determine whether the trouble is 
with your machine or with the paper you 
are using, try typing on thin tissue sheets 
the maximum number of ¢ opies you must 
make. Type a few lines at the top of the 
page, again in the middle of the sheet, 
and then near the bottom. Use the line- 
space lever to advance the paper—not 
the cylinder knobs. If you still get those 
smudges on carbon copies, you know your 
regular paper is OLR. 

Next, lightweight 
black or purple record carbon paper and 


obtain some very 
repeat this test. If you still have trouble, 
you know that your typewriter is at fault 
—not your letterhead or carbon: so you 
had best call in a competent typewriter 
repairman, 





St eae 
nS 


). Wy employer insists that I date even 
penciled notes. which are often destroyed 
immediately after reading. Isn’t this being 


too JUSS) y 


A. No. is well to date 
everything. Once you form the habit of 


In business it 


dating everything. you won't accidentally 
slip up on some matter where the date 
is important. 


Q. In typing letters that run over into two 
pages, quite often | find that the body of 
the letter will fit nicely on the first page, 
and only the closing lines need to be typed 
on a second page. W ould it be correct. there- 
fore, to type only the complimentary closing 


on the second page? 


A, Good practice in any multipage let- 
ler, report, or manuscript calls for feo or 
more lines of the body of the text to ap- 
pear above the closing lines, signatures, 
titles, or other authorization. This applies 
to handwritten, typewritten, and even 
printed material. 





Business English ..... E. Lillian Hutchinson 
Secretarial Practice ... Alan C. Lloyd 
Business Law ....... R. Robert Rosenberg 
Bookkeeping ........ J Marshall Hanna 
REE keeadecas Harold H. Smith 


Business Arithmetic ..Vivian W. Kline 
ee Charles E. Zoubek 
eee Gilbert Kahn 





Q. Should an asterisk be placed before or 
x 


after a word? 


{. An asterisk should follow the last 
letter of the word with which it is used. 
If punctuation follows the word, the aster- 
isk follows the punctuation mark. No 
space should appear between the word or 
the punctuation mark and the asterisk. In 
a footnote. however. the asterisk precedes 
the note, and a space separates the aster- 
isk from the first word of the note. 





0). What does modern business practice say 
about the placement on a letter of words like 
Special Delivery, Air Mail, and Registered ? 
I feel that this information should be shown 


m the letter itself. as well as on the en 


1. You are quite right in contending 
that a notation such as Special Delivery 
should be placed on a letter. These nota- 
tions are typed below the identification 
initials. 


Q. When people call. 1 find it difficult to 
ask them what they wish to discuss with my 


employer. How can I go about this tactfully ? 


1. First, be sure that your boss wants 
you to intercept his calls—some bosses 
dont want their secretaries to do so. Sec- 
ond, learn to recognize the voices of your 
employers superiors; never ask his boss 
what he wants! Now, assuming that the 
call is not from one of his superiors, the 
narrative should zo something like this: 

you: Mr. Smith’s office. 

CALLER: May I speak with Mr. Smith? 

you: Mr. Smith cannot be disturbed 
right now (or, has a visitor, is in con- 
lerence, etc., as the case may be). Could 
/ help you? 

CALLER: Perhaps you can. I want to 
KnNOW.... 

If you can handle the call, fine: but if 
it is beyond your ability, you can say: 


HERE IT IS! the only Beauty Book ever published that is 


GUARANTEED TO 
MAKE YOU MORE 
TTRACTIVE! 


A More Glamorous YOU in 4 Weeks 
or YOU PAY NOTHING! 


Yes ... with the help of this new book you will be 
more attractive, more desirable, in just 4 short 
weeks... or you pay not a penny! It’s true! We’ll 
actually send you the book to use for a full month 

. and if it hasn’t helped you become more glamor- 
ous and attractive ...it doesn’t cost you a cent. 
This is the most daring guarantee ever offered on 
any book, any charm course anywhere! Take ad- 
vantage of it now... mail the certificate below at 
once for your free-examination copy of 
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Colby 
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glamour coach, 
now reveals the } CHARM AND GLAMOUR 
secret for turning 
“Plain Janes” in- 
to glamour girls. 





A SAMPLE OF THE WONDERFUL HELP YOU'LL GET: 
Hints for a glowing skin and complexion— tiow to have smooth, silky 


skin all over. How to really clean your face for a radiant 
complexion. Anita Colby’s ‘‘easy-to-do-at-home’’ facial. 
What to do about enlarged pores, blackheads, whiteheads, 
pimples, ruddy face, wrinkles, face fuzz. How to care for 
dry, oily or normal skin. How to make facial masks at 
home to correct oily skin and blackheads. The ‘‘Hollywood 
Slant”’ trick for a better complexion. 


How to have radiant, lustrous halr—wnhich short hair styles are 
best for you? How never to have your hair amell bad’’— 
- ven after a permanent. How to care for hair that is coarse, 
Why this sensational offer? Why does wity, baby fine, bushy, straight, too curly. Best hair styles 
° for faces that are oval, round, pear-shaped, oblong, dia- 
one of the world’s largest publishers take mond How to avoid that stiff, set look. What kind of sham- 
the risk of sending out thousands of books 200s: tinses, are best for you. How to tint your hair 
. ° . ‘ Molding your figure inte new, youthtul lines— stimm ing exercises you 
> WwW 
with this amazing guarantee’ hy are can do while lying in bed, while doing housework or office 
stay + ¥ Pe ~ work. The Colby ‘‘body-management"’ plan for perfect pos- 
we so positive Anita Colby 8 book can ture. How to bose weight without starving yourself. How to 
9 gain weight. Anita Colby'’s simple routine for reducing thick 
help you: ankles, fat knees, flabby thighs. How to reduce waist, hips, 
First because this is unlike any other bust. How to develop a lovely bust-line. How to correct 
- dialing us 7 ' . - - stooped shoulders, sagging abdomen. How to prevent or get 
beauty book you have ever seen before! It is_ ria of a bulky tire around the middle 
equal to charm school courses that cost $50— _ Iricks with eye make-up—correct eye make-up for your shape 
. . » a face. How to give close-set eyes a wider-spaced look. How 
$100— or more. Day by day eee just as if you to,make small eyes look bigger, too large ey look smaller 
were taking individual lessons in the most ex- How to exercise your eyes for beauty. Special eye-beauty 
° . . hints for girls who wear giasses. How to tweeze and shape 
pensive charm school ... Anita Colby shows eyebrows, apply mascara and eye-shadow. What to do if 
you new and exciting ideas on make-up, clothes, Your eyebrows are stubborn and won't stay in place 


. - : : aq ow to have the posture of a model—An casy posture habit that 
grooming rigs gives you tips on developing a reduces unglamorous bulges in front and "baa Causes of 
more alluring figure, softer hands, more lus- bad —— ae Gee to correct them. How to walk and 
. a . P s aot stand as models do. Four graceful ways to sit ‘‘like a lady’’. 

trous hair... give s you dozens of in-a jiffy Hints on going up and down stairs gracefully. ws : 
methods for disguising faults ... shows yOu few te develop a charming personality—reasy ways to develop more 
how to glamorize yourself quickly, inexpen- interest, more zest in living. How to actually plan to make 
f 7 a nice things happen to you. Developing habits of neatness 
sively. and om. How to be a good listener. Hints on being 
. ° : charming and gracious in any ympany. Bad conve th ! 
Second ... the Colby instructions are tail- habits and how to break om. tow to compel attention 
ored to YOU to YOUR own personality when you speak. How to enter a roomful of people. How to 
eee _ hed develop a beautiful smile. How to conquer shyness and ac- 

You are shown how to use only those glamour quire social poise. How to be interesting to men. 

habits that are best for you—and you alone! Clothes tips for your type—simpte, scientific way to find the colors 


Ps . » and shades that are best for you. Foolproof way to find th 
You don’t spend any more time than you do right shades of make-up to wear with your verious ‘eolere. 
right now on routine beauty care- but you — ~ wore to look shorter or taller. How to disguise 

° arge hips hat are best colors for the th rirl. W 
learn all the RIGHT things to do—all the kind of hat does meet fer gen. Slow to ened Saoner — 
little secrets that im- 


clothes. Ideas for play clothes combinations, street wear, 
prove your complexion, 
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+ + days’ FREE examination. Within 10 days I will either return it and 
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“Pm sorry. | cant help you with that.” 
Then you add, as may be appropriate, 
“May | have Mr. Smith call you when he 
“lam sure that Mr. Smith 
would want me to interrupt him on that 


is free?” or 
matter.” 


returned a gift to the store 


Q. When I 


where it was purchased, | found that the 


original price had been marked down. The 
saleslady refunded the reduced price. Was 
she right? 


1. As a viftee, you have no priority of 


Only the 


would have the right to demand and get 


contract. original 


the original price paid if (1) she had the 

















a ® 
af We — 
ee 


purchaser 


sales ticket. (2) a right of exchange was 
vranted her by the store, and (3) she re- 
the exchange 


turned the article within 


period. 


handwritten or 
should they he 


Q. Should invitations be 
. 
typewritten? Also, hou 


i“ orded 


{. Formal invitations are usually printed 
or engraved, except for small affairs. when 
they may be handwritten. They are always 
spaced in formal style and written in the 
third person. Replies to formal invitations 
should be handwritten and spaced to 
match = the 


invitation. They are also 


written in the third person. 





or write 
Mr. James 


manpower, inc. 
330 West Kilbourn Ave. 





















You can travel wherever you 
want and work for Manpower, 
Inc. as long as you want 

in each city under Manpower's 
unique work and travel plan. 


Wherever possible, Manpower, 
Inc. branch offices will 
employ you immediately as a 
typist, steno, or general office 
worker at high hourly rates. 
Visit your local Manpower, 
Inc. branch office today 
and we will certify you for 


work in all of our branch cities. 


Milwaukee, Wisconsin 





MANPOWER INC. OFFICES ARE LOCATED IN: 


Akron Columbus Indianapolis Niagara Falls St. Louis Tampa 

Albuquerque Dallas Jacksonville Oakland St. Paul Toledo 

Allentown Dayton Jersey City Omaha Salt Lake City Tucson 

Atlanta Denver Kenosha Paterson San Diego Waterbury 

Baltimore Des Moines Los Angeles Philadelphia San Francisco Waukesha 

Boston Detroit Manchester Phoenix San Jose White Plains 

Bronx Evanston Milwaukee Pittsburgh Seattle Havana, Cuba 

Brooklyn Fresno Minneapolis Portland Sherman Oaks Johannesburg, S. A. 
B Buffalo Grand Rapids Newark Providence South Bend London, England 

Chicago Hammond New Haven Springfield Paris, France 

Cincinnati Hartford New Orleans Richmond Syracuse Montreal, Canada 

Cleveland Houston New York Rochester Tacoma Toronto, Canada 
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Informal invitations are written in the 
second person. Informal business invita- 
tions are often typewritten, but social in- 
vitations are handwritten. The informal 
invitation is arranged in paragraph style 
—not spaced like the formal one. Replies 
invitations 


, 


hand- 
written or typewritten, depending on the 
stvle of the invitation. 


to informal may be 


Q. When the names of the persons to re- 
ceive copies appear at the end of a letter 
ora report. should the names be listed alpha- 
hetically or in the order of the positions 
held by these people ? 


{. In sending multiple carbons, the 
usual practice is to list the persons receiv- 
ing them in the order of their importance. 
For example. the name of the company 
president would appear before that of the 
vice-president. If the persons should be of 
equal rank (three vice-presidents), then 
an alphabetical order is correct. 





ch 


Q. Is it now acceptable to omit the com- 
x 


4 
~. 


pany name in the closing of all business 


letters? 


{. There are several points to be taken 
into consideration regarding the inclusion 
or omission of the company’s typewritten 
name after the complimentary closing. 

l. Office style often dictates points 
like this. 


has no choice but to follow the prescribed 


In such cases, the transcriber 


practice. 

2. Some correspondence contains legal 
implications. For example, if a contract 
is the subject of the letter, the responsi- 
bility would be the company s, not the 
dictator's. 

3. Frequently, a very short letter may 
he “stretched” by the addition of the 
company line with the necessary number 
of spaces above and below it. Likewise, 
a long letter that is in danger of overrun- 
ning a page may be fitted on a page by 
omitting the company name. 

Therefore, it is not correct to say that it 
is acceptable to omit the company name 
on all correspondence. 


Q. When may the per cent sign be used, or 
must the word always be spelled out? 


A, The per cent symbol (%) is allow- 
able after the figure when percentages 
occur frequently, as in statistical and ac- 
counting matters. Then the symbol is used 
after each figure. 

The symbol may also be used in tabu- 
lations, invoices, and interofiice memos. 

In other cases, the form per cent is pre- 
ferred. 














THE BOSS SPEAKS OUT 








Modern Boss 


Needs Supersecretary 


BY PHILIP 


S. PEPE 


Director, Typewriter Educational Services, Remington Rand 


T GOES WITHOUT SAYING 

that a secretary must be able 
to type well and take dictation 
rapidly and accurately. These skills 
are basic and absolutely essential 
for her success in the modern busi- 
ness world. But today’s boss needs 
a secretary with more than just 
these attributes—he needs a super- 
secretary. He needs someone who 
can relieve him of many of the de- 
tails peculiar to his business—details 
that leave the boss’ job undone if 
they are not handled. Sound tough? 
Well, a good secretary makes these 
tasks part of her daily routine. 


WE'LL HAVE TO ADMIT that the boss 
doesn't always make it easy for her. 
He may be grouchy in the morning 
because the washing machine broke 
down and his wife is trying to sell 
him on a new one. He may be wor- 
ried about the bill for having his 
daughter's teeth straightened, or 
even about the monthly payments 
on his car. And, if an argument 
developed at the breakfast table, 
you can be sure that his disposition 
isn't the most cheerful when he 
arrives at the office. 

One thing that will help to tem- 
per his bad temper is a clean desk. 
Make sure that his calendar pad 
has the current date, that notations 
have been made of any phone 
calls that came in before he arrived 
at the office, and that he has 
erasers, blotters, and plenty of sharp 
pencils. Do these things, and soon 
the ferocious bear cat will be well 
on the way to becoming a gentle 
kitten. 

Now that we have him straight- 
ened out, let's keep him that way 
the rest of the day! This can be 
done if Miss Supersecretary stays 
on her toes. Dress properly for busi- 
ness. Don't wear conspicuous cos- 
tumes in the office. Save them for 
your “alive-after-five” dates. The 
best thing to do is attract, not dis- 





tract. Wear tailored suits or dresses 
that are simple in design. It’s good 
economy to pay more for business 
clothes than for any others in your 
wardrobe. They are business invest- 
ments. 

When things do go wrong, keep 
your disposition under control— 
even if the boss doesn’t. Keep your 
personal troubles to yourself; and, 
above all, don't get involved in of- 
fice feuds and gossip. Be silent 
where business is concerned. If 
information leaks out that only you 
and the boss know about, it can 
harm his position and yours. 


THE BOSS WANTS GOOD-LOOKING LET- 
TERS too, as well as a good-looking 
secretary. And neat work depends 
on the condition of your typewriter. 
If the type face is filled or the 
machine action is sluggish from an 
accumulation of dirt, your letters 
cant help but look slipshod. Dust 
your typewriter morning and eve- 
ning. Dust underneath so that cir- 
culating air can't carry particles up 
into the inner mechanism of the 
typewriter. When you have _ to 
erase, move the carriage to the ex- 
treme right or left to prevent the 
erasure particles from dropping 
into the machine. Keep your type- 
writer covered when you are not 
using it, and clean the type every 
day with a stiff brush. 

Always remember that your let- 
ters are a reflection of your per- 
sonality. Don't send out a single 
one until you have checked it and 
can say to yourself, “This is a job 
well done. I can be proud of it.” 

Even though filing may not be 
one of your primary duties, get to 
know the fundamentals. You are 
a better secretary if you can 
promptly produce correspondence 
when the boss calls for it. Nothing 
is as irritating as having to keep a 
caller waiting while you search for 


a letter. (Continued on page 55) 
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A Light Touch 
makes 


NEAT 
ERASURES 


RUSH- 


=-FYBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. 
No erasing shield — the 
Rush Eraser is less than 
one character thick. In 
beautiful, life-time plastic 
case, handy to use as a 
pencil, with long-lasting 
propel-repel refills. 











Order from your Dealer 
or send 50¢ and 
name of dealer to 


The Eraser Co., Inc. 


\ 1068 S. Clinton St., Syracuse 4, N. Y. 








Why does she 
love her... 
BOSTON 

CHAMPION 





It’s handsome . . . feeds itself . . . won't 
scratch . . . so easy to operate ... cuts 
beautiful points every time . . . dependable 


. and clean, too—no messy fall-out of 
shavings from pencil receptacle. 
Want to see your office efficiency go up? 
Put a Boston Champion Portable on every 
desk. A small investment—but a mighty 
important one for busy, modern offices. 







All Boston Sharpeners 
guaranteed one year. 


C. HOWARD H U NT 
PEN CO., Camden 1, N. J. 


Also manufacturers of SPEEDBALL pens and products 
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The IBM Electric i 





No— 


the IBM Electric 


can't open 


the mail 
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...it will give you typing you can be proud of— 
and save you time and energy, too! 













wailable 
in 7 exciting colors. Troi 


Tan, 


Cascade Green and Dove Grey at no extra cost, 


You can stop worrying about lighter 
and darker letters, uneven, spotty typ- 
ing when you have an IBM Electric. 
No matter what touch you use, you just 
can't vary that uniform, beautiful IBM 
typing. You (and your boss) can be 
really proud of the typing you turn out 
with an IBM Electric. 





And your IBM does your hard work for 
you! One hour of typing takes less 
“finger-effort” than three minutes’ typ- 
ing on a manual. This ease, plus the 
many IBM time-saving, labor-saving 
aids, gets typing done in far less time! 

Do yourself and your boss a favor— 
suggest a call to IBM today! 








ELECTRIC 


TYPEWRITERS 








-—-OUTSELL ALL OTHER ELECTRICS COMBINED! 
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Steve Allen’s secretary works for an author, song writer, pianist, 


TODAY'S 
SECRETARY 


poet, emcee, and television’s busiest performer. She is truly a 


t 
-LEVEL 


secretary 


by R. H. Hocking 


IVACIOUS AND PRETTY Doris Braverman is a 
secretary who expects surprises. Though you'll be 
surprised to learn it, her boss, television’s Steve Allen, 
thinks of himself primarily as a writer. He has some 
2000 songs to his credit, a book of short stories, a non- 
fiction comedy analysis, a book of poetry, and a forth- 
coming novel. He starred in the movie, “The Benny 
Goodman Story,” and acted in other motion pictures. 
As a pianist (of professional stature) and comedian, 
he makes television guest appearances. And to top it 
off, he is currently television’s busiest performer with 
almost eight hours a week of regular camera time. 
Fortunately energetic by nature, Doris helps Steve 
in all aspects of his career. She says: “One minute I 
confer with a publisher about the jacket photograph 
for Steve’s latest book, and the next minute I inter- 
view a snake wrestler who wants to appear on Steve's 





‘Tonight’ telecast. One day I take notes at a screening, 
and the next I confirm facts for a magazine story about 
Steve. I’ve eaten part of a 3-foot apple pie sent in by 
a fan, and I’ve waded through a poolside program 
when ‘Tonight’ visited Miami Beach. With my job, 
only two things are certain: I'll be busy, and I'll be 
having fun!” 


TO MAKE HIS WIDE-RANGE ACCOMPLISHMENTS possible, 
Steve Allen has mastered the art of delegating respon- 
sibility. He loads his battery of operations with top- 
caliber personnel and then lets them handle their own 
departments. His business manager, writers, legal 
brain, production staff, and secretary will tell you 
that Steve is not a “finger-in-every-pie” man; he’s a 
dynamic, tireless worker at the things he must do 
himself, and he leaves the rest of the work in the 
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capable hands of his talented and _ efficient staff. 

This makes Doris a secretary with many important 
responsibilities. Scheduling his appointments, screen- 
ing his mail, organizing his office, categorizing all his 
ideas on so many subjects, serving as a one-woman 
reference library—these are a few of the areas of 
Doris’ split-level job. A full-time secretary in the 
full sense of the word, she even screens her boss’ 
weekend phone calls through an NBC tie line to her 
apartment in mid-Manhattan. 

Weekday mornings at around ten o'clock she enters 
the Hudson Theater, greets the NBC theater guards, 
and climbs the steep flight of stairs to the loft-suite 
offices of Steve Allen. 

“I always hold my breath a minute before opening 
the door, because I never know what I'll find inside,” 
she says. “On one side of the door is the comparative 
peace of a New York rush hour, and on the other side 
is a sort of organized bedlam!” 

Inside are Doris’ assistants elbowing their way 
through bags of fan mail; a pair of comedy writers 
hilariously trying out a new sketch; several dozen 
handkerchiefs sent to Steve by fans because he 
sneezed during last night's telecast; and maybe trained 
birds, dogs, or lizards with their owners, awaiting an 
interview for a spot on a forthcoming show. 

The office of Steve’s business manager, director, pro- 
ducer, production assistants, and their secretaries have 
already picked up the days momentum. The outer 
office walls are covered with award plaques, maga- 
zine covers, and caricatures of Steve. Steve's private 
office—which Doris shares—is built for business, not 
glamour. The walls are lined with well-filled book- 
shelves. A television set, movie projector, piano, and 
record player are standard operating equipment, along 
with the usual desks, typewriters, and files. 

One drawer in Doris’ files is filled with the “lead 
sheets” or original copies of Steve's thousands of songs 
for which he has written words, music, or both. An- 
other drawer contains scripts for the comedy sketches 
from “Tonight” shows. A card file keeps track of 
Steve's story manuscripts that Doris has submitted to 
magazines and publishing companies. A long row of 
looseleaf notebooks represents a gamut of ideas and 
information on subjects that Steve is especially inter- 
ested in. One is labeled “Unions,” another “Water- 
front.” Still another is chockfull of Steve’s ideas for 
future comedy material. Doris keeps all of them up-to- 
the-minute with pasted clippings and pages typed 
from dictation. 

Her correspondence files cover the widest range of 
subjects you can imagine this side of an encyclopedia. 
One huge file is devoted to fan mail that has been 
answered and may lead to further correspondence. 
Reams of fan mail are stored by six-month groupings. 


STEVE’S FAN LETTERS reach about the 3000 mark every 
veek. Doris comments: “His fans take a particular, 
personal interest in Steve Allen. I think it’s because 
hes always so natural in public appearances and be- 
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cause he’s on television so often that people think of 
him as an actual visitor to their homes. His informality 
makes them feel close to him. That’s probably why 
housewives bake huge apple pies for him, knit socks 
for him, write to him about personal problems. For in- 
stance, a distressed mother wrote that her teen-age 
daughter had a terrible crush on Steve; she didn't 
know what to do about it. 

“As soon as he read it, Steve called me over and dic- 
tated a four-page answer telling the mother not to 
worry, that mad crushes are an adolescent phase and 
that her daughter would get over it soon. Steve is so 
warm and human, it’s no wonder people respond to 
him.” 

It is a wonder, however, to see this response in full 
flow. Steve mentions cheese, and in a day or two all 
manner of cheeses are mailed to him from all parts of 
the country. Steve talks about chicken wire, and 
chicken-wire bird cages, mobiles, letter boxes, and 
collar stays come pouring into the office. Hand-tooled 
wallets, homemade jellies, everything from poetry to 
popcorn comes to him from viewers who think of him 
as a personal friend. Just a small part of Doris’ job is 
to see that all gifts are acknowledged and that all fan 
mail is answered. Obviously, her workday is not 





Steve Allen’s “Tonight” show doesn’t follow a script. 
Doris takes copious notes in shorthand during every performance 
so that she can answer questions about the program the next day. 
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“My boss’ private office is built for business, not glamour,” says 

Doris. She has a reference library right at her fingertips, since the 

walls are lined with well-filled bookshelves. Award cups and caricatures 
of the famed comedian are also kept on the shelves 


tailor-made to a specific schedule. 
She admits, “Everything gets done, but heaven 


knows how! The only regular part of my job is in- 





terruption.” 

Comedian Wally Cox will stop by for a chat with 
Steve. An eager song plugger wanders in to render a 
recital of his wares. The air-conditioning repairman 
consults Doris about his problems. A_ recording- 
company executive telephones her for biographical in- 
formation to appear on Steve's latest piano album. A 


magician who wants to be a guest on “Tonight” dem- 


onstrates his tricks for her. 

“And I work with Steve Allen, too,” Doris reminds 
us with a laugh. “Though he’s in the office at least 
part of every afternoon, I also talk to him on the phone 





sometimes up to thirty times a day.” One of her 
telephones is a direct wire to Steve's apartment. About 
a half hour before his first appointment, this secretary 


awakens her boss with a call and (Continued on page 48 





’ 
asta 





During rehearsals of the “Tonight” show, this split-level 
secretary often finds hers¢ if in the role of hostess 
to one of the TV star's guests 


Just a small part of Doris’ job is to see that all fan mail 


is answered and all gifts are acknowledged. Hand-tooled wallets, 
homemade jellies, everything from poetry to popcorn, comes to Steve 
Allen from viewers who think of him as a personal friend. Her 

he and Doris examine a striped nightcap sent by one of his fans 











BY E. LILLIAN HUTCHINSON (KEY TO TEASERS ON PAGE 55 ) 


ords / can be teasers 


One or Two M’s? 


Should one or two m’s appear at the points where parentheses now appear? 
l. e ( ergency 3. i ( ) itate 5. e ( ) otion 7. i ( ) aterial 9. i ( ) ense 


2.i(¢ ) une 4.i( ) agine 6. i ( ) inent 8. assi ( ) ilate 10. e ( ) anate 


This Cat Has Ten Lives! 
Here are short definitions of ten words that begin with cat. What are the words? 


1. One who supplies food and services for entertainment. 6. An eye condition in which the lens of the eye is 
) 


2. A great calamity. thickened. 


3. A large waterfall. 7. Ared American grape. 


1. A set of formal questions, usually regarding religious 8. A butterfly or moth in its wormlike larva stage. 
faith. 9. Another name for a lynx. 
5. Direct or specific. 10. A thick tomato sauce. 


When Divisions Differ 


Indicate how the italicized words in the following sentences would be divided if they fell at the end of 
a typewritten line. 

1. We regret that at present no openings are available. 6. We are unable to produce this item in time for your 
2. As soon as the mail has been opened, record the checks needs. 


enclosed. 7. We present you with this watch as a token of our 


The drought had a disastrous effect on our produce. esteem. 


3 
1. Let us now progress to the next step. 8. John may telephone any minute giving his decision. 
> 


Mr. Miller’s record for prompt payment of bills is not 9. The patient’s progress has been normal. 


impressive. 10. It is not necessary to go into such minute detail. 


From Positive to Negative 


By adding a short prefix to each of these words, change the word to one having a negative meaning. 
9 


l. normal 2. engage 3. proper 4. noble 5. literate 6. enchanted 7. honest 8. decent 9. sense 10. reducible 


Omit the Useless Words 
Omit the words that needlessly repeat the same ideas in each of these sentences. 


|. The paintings that were outstanding were few in number. 5. Please repeat the instructions again. 
2. He is writing the autobiography of his life. 6. I should like to refer back to my records. 
Beethoven’s compositions are absolutely unique in the 7. Tom’s uncle is a wealthy millionaire. 


ficld of music. 8. I have collected all the papers together. 


1. ‘These ingredients, combined together, will result in an 9. 


Now add up the columns. 
lent cake. 


10. May and Jane both comb their hair alike. 
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BY 
THE 


dozen 


by Elizabeth Jay 


EK VERY MORNING, an attractive, blonde secretary 
_4 looks up from her desk and smilingly greets her 
boss. If she should pause a moment before saying his 
name, her hesitation would be understandable. For, in 
her first seventeen weeks on the job, Lee Blakeslee 
has had twenty-one different bosses. 

Such variety is certainly uncommon, but then so is 
Lees job. Her employer is Aerojet-General, the Gen- 
eral Tire & Rubber division that manufactures rocket 
engines. Aerojet is located in California; Lee works in 
New York in a one-boss, one-secretary office that 
serves as a recruitment center for Eastern “talent”— 
engineers, draftsmen, and the like. 

Each week, Aerojet’s West Coast office sends one or 
sometimes two men to New York to conduct interviews 
and evaluate prospects. These men are experts in the 
engineering and science fields, their backgrounds rich 
in scholarship and practical experience. Lee acts as 
secretary, assistant, and shopping guide to these visi- 
tors from the West Coast, briefing them not only on 
their schedule, but on details of previous weeks as 
well. 

Things start out comparatively slowly on Monday, 
is the Secretary and the Boss of the Week get used to 
each other. But each day the tempo increases, and by 
the end of the week the office is in superhigh gear. 


A typical day in the life of this busy secretary will 
include briefings, dictation and typing (not as much 


as in the usual office, though), sending out applica- 
tions, arranging interviews, and, of course, the inevita- 
ble mail. The phone rings constantly, and lengthy 
conversations with the California office are daily oc- 
currences. Lee also records and files the name, address, 
citizenship status (an important question for prospec- 
tive employees), and pertinent background material 
on each and every applicant. The law of supply and 
demand applies to engineers, too; and though there 
may be a need for chemical engineers one week, the 
demand may be for structural engineers the next week. 
Lee’s files enable Aerojet to contact possibilities long 
after they've sent in applications. 

Much of the work that the California company does 
is in the “top secret” category. Even in New York, three 
thousand miles away, it is necessary for employees to 
“speak carefully” outside the office. Like all good sec- 
retaries, Lee unofficially censors her afterhours con- 
versation. A careless comment or observation could 
conceivably do great damage. 


OFFICE HOURS ARE LONG—by almost any standards. 
Lee must work forty-eight hours a week; generally, 


she puts in at least fifty-two (Continued on page 49) 
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FASHIONS BY JONATHAN LOGAN 





To satisfy our very natural curiosity, we decided to 
conduct a survey. From our list of secretarial subscrib- 
ers we selected over three thousand names, and to 
each we sent a six-page questionnaire. To encourage 
our readers to answer all questions freely, it was de- 
cided that this would be a strictly anonymous survey— 
no signature required. The result? A tome of statistics 
—interesting to us, and, we think, to you, too. 

Age, please, we asked our questionees first; and to a 
woman they responded nobly. (Maybe that word 
“anonymous” helped!) Our rapid calculators made 
quick work of the answers. We found that 38 per cent 
of our secretarial subscribers are under 25; 43 per cent 
are in the 26-to-40 bracket; and 19 per cent are in the 
40-plus age group. Median age: a sophisticated 29. 

Further calculations revealed that approximately 
one-third of our working readers are married. The rest 
are single—with prospects ranging from a diamond on 
the proper finger to “that good-looking man who seems 
interested, but hasn't spoken yet.” 

The typical secretary, we deduced after a little 
brainwork, lives in a city or town of less than 500,000 
inhabitants. As likely as not, she is living away from 
home—in her own apartment, or sharing one with a 
friend. Twenty-seven per cent rent or own their own 
homes. Naturally, most of the married secretaries are 
in this category. 


Salary-wise, our readers are proving that a good sec- 


ALL ABOUT YOU 


YN TATISTICS—VITAL AND OTHERWISE—cast 
S strange spells over almost everyone. The very 
mention of the word causes some people to gulp, turn 
pale, and head for the nearest escape hatch. Others are 
supercharged by the term: their eves glitter, their 
tongues are loosened, and almost inevitably they pro- 
duce well-thumbed volumes, bursting with facts intel- 
ligible only to themselves. Still another group neither 
shudders nor cheers—it can take statistics (if they're 
interesting) or leave them alone (if theyre dull). 

Staff members of Topay’s SecRETARY are proud 
members of the third group. We're not interested in 
“The Buying Habits of the Aboriginal Congoese” or 
“Ant Life in the Lower Rockies.” But, because we pub- 
lish a magazine reaching so many secretaries, we are 
interested in the American secretary. What is she like, 
this important cog in the business wheel? What are her 
personal characteristics, her buying habits, her vaca- 
tion interests? What about her job and her buying in- 
fluence on the job? Does she like Topay’s SECRETARY? 


retary commands respect—and money. Well over half 
those questioned earn $61, or more, per week. A whop- 
ping 44 per cent are on an even higher $71-plus level. 
Work does pay, it seems. 

Our next question was inevitable. Just how, we 
wanted to know, did these secretaries spend their mon- 
ey? The answers were almost as inevitable as the ques- 
tion: clothes and cosmetics topped the list of musts. 
Such basic items as dresses, coats, and suits are the 
“big” buys. Blouses, sweaters, skirts, scarves, and jew- 
elry are other wardrobe expenditures. Shoes and those 
easily snagged nylons take a sizable chunk out of 
every girls paycheck. All our readers seem to be 
aware of the fact that the well-dressed, well-groomed 
secretary is an asset to any office. 

The only surprising feature in the cosmetic line (just 
about everyone uses powder, lipstick, perfume) was 
the popularity of the home permanent. Sixty-two per 
cent of the secretaries subscribed to this “do-it-your- 


self” theory. (Continued on page 54) 
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The Personnel Touch 





BY KAY BUTNER 


Personnel Director, Popular Science Publishing Company 


The Diplomatic Touch 


AT NINE-THIRTY last Monday 
f morning, the president of our 


firm—a real stickler for punctuality— 
called and asked to speak to my boss. 
Unfortunately, my boss, the company’s 
purchasing agent, wasn’t in; and I 
hadn't heard from him that morning. 
| gave some sort of explanation to the 
president, but I know I sounded flus- 
tered, What should I have said? 


THIS PLAINTIVE PLEA, voiced by one 
secretary. can no doubt be echoed by 
thousands of others. Such situations 
have a way of cropping up—always at 
the wrong moments. 

Unfortunately, there’s no pat for- 
mula that can be used in each and 
every case. Each call is important and 
worthy of individual attention. If you 
ever find yourself “on the spot” as this 
secretary did, your answer should 
probably be along these lines: “I'm 
sorry, but Mr. Phillips isn’t in his 
office. May I have him call you?” 

Don't get flustered at the sound of 
the president’s voice, and don’t reel 
Phillips 
hasn’t come in yet” or “I haven't seen 
Mr. Phillips this morning. I really 
don’t know where he is,” are state- 


off vague excuses. “Mr. 


ments that could conceivably put your 
a bad light. Of 
course, if the president should make 
t point of asking whether or not Mr. 
Phillips has 


boss—and you—in 


arrived, your answer 
should be a polite: “I’m sorry, he 
isnt in. I'll have him call you as soon 
is he arrives.” 

Don't conjure up alibis for your 
boss. They may prove to be embarrass- 


ing. This may be just the day that 
Mr. Phillips decided not to come to 
the office. If you know the reason for 
his delay, however, and don't expect 
him for some time, tell the president 
just why he'll be late and what time 
you expect him in the office. Conclude 
your explanation with a diplomatic 
“Is there anything I can do?” 

Very often your assistance may be 
all that the caller—be he company 
president or client—requires. And even 
if you can't help him, you will leave 
him with the feeling that his call re- 
ceived your prompt and personal at- 
tention. 


THERE ARE OTHER TIMES, too, when 
you must be a “cover-up” girl. You 
may work for a man who has a num- 
ber of visitors each day. Some of 
these people may have appointments; 
others may not. Your boss may not 
wish to see all these people. He may 
be too busy; he may be late in keep- 
ing an appointment; he may have for- 
gotten an appointment and left the 
building. The reasons you give for 
his unavailability and the way in 
which you conduct yourself in these 
situations can create either good will 
or bad feeling. Put your “sixth sense” 
—a combination of common sense and 
diplomacy—to work. 

That sixth sense may be a help 
in dealing with another small problem. 
Perhaps your boss is wonderful—ex- 
cept for one thing. He never remem- 
bers to tell you when he'll be unusual- 
ly late arriving in the morning or 
returning from lunch. As a good sec- 
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retary, you should do your best to 
change this habit. 

First, try a rather indirect method. 
When he goes to lunch tomorrow, wish 
him “Good appetite” and ask him what 
time he'll be back. After you do this 
for a week or two, he should get the 
idea. As he dashes by each day, hat 
in hand, he'll tell you he expects to be 
back at three! 


IF THIS WONDERFUL Boss fails to profit 
by your little lesson—and well he 
might—you may find yourself in the 
embarrassing position of getting daily 
early-morning and_ early-afternoon 
calls from the same people, trying to 


When this hap 


pens, you have to take direct action 


contact your boss. 


gently, of course. Suggest to that boss 
of yours that you think you could do 
a better job in handling his phone 
calls if you knew when to expect him. 
Hell appreciate the fact that you're 
concerned about the impression peo- 
ple receive when they call his office. 

The good “cover-up” secretary—the 
girl with the sixth sense—is nice to 
have around any office. She has the 
“plus” values that make her invaluable 
to the man who’s lucky enough to be 
her boss. 





Is there a special office problem 
that you would like discussed in 
this column? Submit your ideas 
and questions to Miss Butner, and 
she'll try to cover them in a forth- 
coming issue. 
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JONATHAN 
LOGAN 


A rare scene ina hectic office — Mr. Schwartz 

sits down to dictate a letter. Evelyn may have to chase him 
all over the showroom, wait hours, befor 

she can get his signature on the finished product. 

































rQ\HE ATTRACTIVELY DECORATED SHOW- 
| ROOM is filled with salesmen and buyers and 
models. Somewhere among the order sheets, swatch 
books, racks of dresses, and advertising page proofs 
there is a piece of paper that Evelyn Charney wants. 
Tall, dark, and neatly proportioned, Evelyn walks 
stealthily into the showroom, ferrets out her paper, and 
tries to tiptoe away without being noticed. 

Suddenly—a shout: “Evelyn, put on Style 1017 in 
plaid . . . just for a minute!” And, for the next few 
hours, Evelyn is engaged in modeling fashions. 

‘A secretary at Jonathan Logan,” smiles Evelyn, 
“never knows what’s coming next until she’s doing it!” 

Jonathan Logan is a label on junior-size dresses 
and sportswear that you've probably seen in stores 
and magazines. Jonathan Logan is the firm (salesmen 
of both road and showroom variety, designers, cutters, 
seamstresses, and chairman of the Board, Mr. David 
Schwartz) that produces this line. In the New York of- 
fice and showroom, Jonathan Logan's secretary is 
Evelyn Charney. 


PERHAPS THE MOST SWARMINGLY BUSY SECTION of Man- 
hattan centers on Seventh Avenue between Macy’s and 
Times Square. Here are the workshops, the shipping 
platforms, and the showrooms where fashion begins. 
It’s not a glamorous place; it’s hectic and noisy. But a 
secretary who wants to work in the heart of fashion 
works in one of the thousands of firms that make up 
this area—the garment district. 

After three and a half years at a job she describes 
as “dull, routine, and impersonal,” Evelyn sought an 
informal and exciting job. And excitement she found, 
when she answered the blind newspaper ad that led 


her to Jonathan Logan. As she entered the door of the 
garment-district office, a man pounced on her, said 
that he was the credit manager, and that he needed 
a secretary who not only took shorthand but could do 
everything else an office required. 

Evelyn started to say, “I'd like to try .” but 
was interrupted with “Can you start this afternoon?” 

“Yes, but .. .” Evelyn tried in vain to bring to the 
interview some semblance of interview technique. Said 
the credit manager: “Stick around. Go out for lunch 
and come back and start work.” 

This sort of pace has continued for the two years i 

that Evelyn has been “sticking around.” It took her 
two weeks to learn that there is no Jonathan Logan. 
She had noticed a well-dressed, white-haired man who 
worked longer hours than anyone else. Sometimes he 
would rush to her desk, hand her an assignment, and 
hurry off again. One day she asked the switchboard 
operator who the busy man was. 

“That's our boss.” 

“Who, Jonathan Logan?” 

“No, Jonathan Logan's just a trade-mark. That's 
Mr. Schwartz!” 

At the same time, it seems, Mr. Schwartz had been 


ABpove: Here's one secretary who really knows what's 
ahead in fashion. Evelyn checks on a neu 

idea with Jean Carr, one of the talented designers who 
works for the Jonathan Logan firm 







The Logan showroom is usually a beehive of activity 

as salesmen and buyers talk, examine styles, and conduct busi- 
ness. Evelyn may bring out a particular dress for inspection, 
find herself modeling it minutes later. 








Evelyn is very proud 
of the Logan ads 

that appear in 

fashion magazines 
and is always delight- 
ed to assist Rita 
Quinto, the Logan 
publicity director. 


a 
\ / la | 
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wondering who Evelyn was. Eventually he asked her 
her name. She told him, and he promptly forgot it. 
A week later, he asked again and this time remembered. 
“I felt very much flattered,” Evelyn recalls. “He works 
so hard and has so many things on his mind that it 
sometimes takes months for him to remember a name.” 

Describing her early days on the job, Evelyn says, 
“I assumed I was going to be the credit manager's 





secretary. But it turned out that I was everybody’s Girl 
Friday. Nobody had bothered to test my shorthand be- 
fore I started here; but if it hadn't been fast, I could 
never have kept up. After six months, the credit man- 
agers office was moved. The only change for me 
was that I had one less person to take dictation 
from.” 


IN HER DIVERSE CAPACITIES, the one routine Evelyn can 
depend on is opening and distributing mail every 
morning. “After that, it’s catch-as-catch-can—and I 
love it!” She manages to keep three orderly files and is 
grateful to her vigilant officemates, who prevent frantic 
salesmen from ransacking them. 

A customer correspondence file holds communica- 
tions from all stores handling the Logan line. Mr. 
Schwartz's file contains all his correspondence and 
records. Because he believes in separating personal and 
business affairs, the only nonindustry material therein 
relates to the Jewish Memorial Hospital, of which he 
is president. Finally, there is a miscellaneous file for 
records of advertisements, charity contributions, and 
sales letters received from manufacturers of piece 
goods, buttons, belts, zippers, labels, and trimmings. 

Evelyi orders supplies for everyone in the or- 
ganization, from the designer to the salesman in 


29 








Nevada. She keeps track of all road salesmen via 
route lists, which the salesmen send her a week in 
advance. The lists are turned over to the “sample 
girl,” who ships every new style in the line to each 
salesman to assure complete showings at all times. 

Tallying the “Over” and “Short” sheets keeps Evelyn 
right on top of production: she knows exactly what 
styles are being shown and when, and is often the 
pivotal point between the scattered sales staff and 
the complex production plant in New Jersey. Orders 
come to Evelyn either through salesmen or directly 
from stores and buyers. She enters each order in a 
day-to-day book, then on a master card kept for each 
store, and finally sends the order to the factory for 
shipment. At the end of each week, she adds up all 


A daily task for 
Evelyn is checking on 
the advertising sched- 
ule and the ads. In 
this way she can keep 


so that they can arrange 
tie-ins with local 
department stores. 


orders for each style, size, and color. 

Meanwhile, she receives notices from the factory 
of each garment manufactured. Comparing these lists 
of demand and supply indicates at a glance how well 
production is meeting orders. And, as styles are con- 
tinually appearing and disappearing from the line, 
Evelyn, just as continually, informs salesmen about 
changes. She also cues them to advertising schedules 
so they can tie in with local stores. 

She’s very proud of the Logan ads that appear 
regularly in fashion magazines, likes to assist the 
publicity director at photography sessions, and loves 
to tell about the “Logan pin-ups.” Seems that a sports- 
man recently wrote to ask for copies of some photo- 
graphs hed noticed in a teen-agers magazine. He 
wanted them as decorations for his fishing cabin, and 
Evelyn arranged to send him several. She’s sure he 
has the most dazzling cabin any fisherman could 
boast of. 


EVEN DICTATION, EVELYN EXPLAINS, is unusual and 
flamboyant at Jonathan Logan. Her speedy shorthand 
serves the showroom salesmen and the sales manager 
as well as Mr. Schwartz. “And the only one who sits 
down in the conventional manner and says “Take a let- 


ter’ is the sales manager. The (Continued on page 50) 
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salesmen informed of “what 
is appearing when and where"! 





what 
where”! 


THE 
GIMMICK 


BY RAY BRUCKNER 
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ar A > The reason for Rita's sighs 
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YAN YOU PICTURE YOURSELF in the following 
C scene? A secretary is sitting at her typewriter, 
busily at work on the first page of a big typing job- 
marked “Rush,” of course. Swiftly, her fingers fly over 
the keys; then, suddenly, all work ceases. Our heroine 
slides back her chair, turns, and gets a new sheet of 
paper. Another turn, another push of the chair, and 
she’s back at her typewriter, only to face the same 
interruption a short time later. 

Such scenes have been going on ever since secre- 
taries were invented. And the chances are that they 
would have continued—if one secretary hadn't rebelled. 
Mary Smith decided to do something about that time- 
wasting, energy-consuming “supply interruption.” The 
result is the “SecTray’—an invention designed to make 
secretaries cheer. 

The SecTray provides a source of supply immedi- 
ately adjacent to the typewriter itself. It consists of a 
tapered metal container supported from the underside 
of the typewriter baseboard by a pair of channels. It 
is divided into compartments in exactly the same way 
as the regular stationery drawer and will hold a 
similar amount of supplies. 

The channels allow the secretary to slide the SecTray 
to the outer side of the typewriter so that its con- 
tents are immediately and conveniently accessible. 
When not in use, this office aid stays out of sight 
under the baseboard. At no time does the SecTray 








It's easy to understand why the SecTray was in- 
vented. How it came into being is a story of trial 
and error, disappointment and endless waiting, excite- 
ment and faith in an idea. 

Like many inventors, Mary Smith began with a de- 
sire to make living easier—and almost no notion of 
how to go about it. Her first attempt to solve the 
problem of supply interruption was merely a large 
piece of stiff corrugated paper that she used as a 
bridge between her typewriter platform and a king- 
sized wastebasket. The disadvantages of this arrange- 
ment were soon apparent, however, for the card- 
board bridge had a way of overturning and scattering 
supplies. 

A rainy weekend in February, 1950, gave Mary 
Smith a chance to do a little creative planning. She 
experimented with some old grocery cartons and a 
roll of tape. Result: a crude model of what is now 
the patented SecTray. 

Luckily for our inventor, she worked for a com- 
pany (Dorr-Oliver of Stamford, Connecticut) where 
there was an unusual amount of friendly co-operation 
between employees on all levels. It was the enthu- 
siasm of Mary's boss that encouraged her to continue 
working on the invention. One of the company engi- 
neers made the first working model in wood. Still an- 
other urged her to patent it. A draftsman made scaled 
drawings of the model. And finally, one of the com- 





SecTray fits easily into storage space under typewriter baseboard. 


Pull out to reach supplies. 


interfere with the closed position of the typewriter 
well, since it fits easily into the dead storage space 
under the typewriter baseboard. Even then, it can 
be pulled out in order to reach paper, carbon, and 
other supplies. 

Primarily, the SecTray is designed to save secretarial 
time and effort. But there’s an extra attraction. It 
provides additional drawer space—surely a boon to 
the girl who's always looking for a place to put things 
in her overcrowded desk. 


pany attorneys agreed to handle patent negotiations. 

Patents are not easily come by. Investigations must 
be made, applications drafted and redrafted, foreign 
patents checked. After months of hard work and 
anxious moments Patent 2,660,502 was issued to Mary 
Smith on November 24, 1953. 

An article in Business Week about “The Big Idea,” 
a TV program that presented new inventions to the 
public, was brought to Mary’s attention. Here was a 
chance to get publicity for the SecTray. She wrote to 
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Did you ever wonder what it takes to be a successful inventor? Mary Smith can tell you. 


Just an idea, endless patience, plenty of faith, and a lot of hard, hard work. 





G/RL 
AND 


AN IDEA 


BY MARY JOLLOWN 





When not in use, the SecTray remains out of sight. 


the producer of the show telling him of her invention, 
and she soon had an invitation to appear on the pro- 
gram in Philadelphia. The SecTray won her an award 
and the opportunity to appear on “The Big Idea” again 

this time over the big DuMont network in New York. 

The power of television is tremendous. Soon after 
her TV appearances, Mary began to receive inquiries 
from various manufacturers. In addition, she contacted 
other companies on her own in order to find the one 
that would be best equipped to handle the manufac- 


Supplies are always close at hand with the SecTray. 


ture and distribution of the SecTray on a nationwide 
basis. Eventually Globe-Wernicke was selected, and 
production started in January, 1956. 

After six years of work, patience, and hope, the Sec- 
Tray became a reality. Its time-, temper-, and energy- 
saving values are unquestioned. Mary Smith is 
confident that secretaries will like her invention and 
that the SecTray will soon be a standard item of office 
equipment. And she should know—after all, she was 
once a secretary too! 
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Plan Now, Succeed Later 


BY MARGARET OTTLEY 
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How fast can you read shorthand? You can probably speed through this 
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How's Your 
Telephone Etiquette? 


BY DONALD CLINTON POWER 


President, General Telephone Corporation 


§ hive OFFICE TELEPHONE should bear a neatly 

lettered warning, “Handle With Care!”—for this 
small instrument wields tremendous power. Over its 
wires are discussed the very essentials of business- 
ideas and projects, contacts and contracts, finance and 
influence. It is often the first contact (and sometimes 
the only contact) that individuals have with a company. 

Every time you use the telephone in your office, 
vou have a chance to do a public-relations job for 
your firm. As far as the person on the other end 
of the line is concerned, you are the company. Your 
voice is the company’s voice; your attitude is the 
companys attitude. Be courteous, considerate, and 
interested and the caller will be, too. Adopt an ill- 
tempered, can't-be-bothered tone and he may decide 
that your company is not one to deal with. 

Here are a few helpful hints on telephone etiquette. 
Read them carefully, then rate yourself. If vour tele- 
phone manner is perfect—congratulations. If it isn't, 
why not try to improve? It may mean a great deal 
to you—and to your company. 


Grab that phone. 
Nobody likes to be kept 
waiting—especially on 
the telephone. Always 
answer your phone 
promptly. If you cant 
talk at the moment, ex- 





plain the delay and apol- 
ogize for it. Your caller may have an important mes- 
sage, and he may not have time to wait. 


Be easy to trace. \When you leave your office 


for any length of time, don't keep your whereabouts 
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a secret. Someone may 
call for information that 
only you can give. Let 
it be known where vou 


can be reached, how 


long vou'll be there. and 7d 
when vou'll be back. In i , ® - 
that wav, vour co-work- ee 


ers won't have to embark 
on an office-to-office hunt if there's a call for you. 


Time is money; so, when vou leave, leave word. 


Hear yourself as others hear you. Ever stop to 
wonder how youd sound if you could call yourself? 
You'd find your speech has four important character- 
istics: tone, distinctness, loudness, and speed. 

Be cheerful. It will make your caller feel good, 
and youll feel better too. If you're able to get that 
“glad to hear from you” ring in your voice, youll 
find that callers will be friendly and coéperative. 

Talk normally. Some 


* 94.0 
- 





he people—you_ probably 

a a f know one or two—try to 

ff * change their personali- 

ties when they pick up a 

o receiver. Some roar like 

a bull moose paging its 

sana a mate. Others whisper as 
“SIT etal Vere =: though their message 


were a deep, dark secret. Still others try to sound 
sophisticated—or cute—or like “big shots.” But did 
you ever notice how real “big shots” talk? They're 
always unaffected and simple. 

The best telephone voice is your own. Be natural. 
It's easier, more pleasant, and more businesslike all 
around. 
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Tell the world who you are. ii you want to save 
time and sound businesslike, too, tell your caller 
who you are, right away. “Sales Department, John 
Brown speaking,” sounds efficient and saves your time 
and your caller's. “Yes” or “hello” mean nothing. If 
you answer someone else's telephone, give his name 
and your own. “Mr. Gaffney’s wire, Miss Jay speak- 
ing,” makes everything clear. 


Don't kick a caller around. Nothing is more ir- 
ritating than “the telephone runaround”—being passed 
from one extension to an- 
other. When you get a 


| 
call, handle it if you can. AW > P Sip.’ VU Z 
If you can't, tell the caller Uf ee i) ——_— 
you ll transfer him to the \ em WA\ 
right party. Then do it— 

with all the promptness 





and care you would ex- 
pect of someone else. It’s 
worth while to treat all calls as though they were 
important. Most of them are! 


Find out who. If you answer someone else's phone 
and the caller doesn't identify himself, try to find 
out tactfully who he is. 
Don't, of course, bark: 
“Who are you?” He may 
be the chairman of the 
Board, and you'll find 
out! A better way is to 
ask, “May I tell him 
who's calling, please?” or 
“May | have him call 
you?” And don't put down the receiver until you're 
sure the conversation is over. The caller may want 
to talk to someone else. 





What was that crack? You wouldnt think of slam- 
ming the door when a visitor leaves your home. Give 
your telephone caller the same courtesy. At the end 


of the call, hang up gently. Don't bang the receiver 


so that your caller gets a sharp crack in his ear. Next 
time, he may get even. 


Don’t trust to mem- 
ory. If there’s a mes- 
sage, write it down. Even 
if there’s no message, 
make a note of who 
called and at what time. 
If a return call must be 
made, be sure to get the 





28 TODAY'S SECRETARY © September, 1956 





callers name and number accurately. Your handling 


of telephone messages is a mark of your efficiency. 


ICs all in the way you call. There is always the 
chance that the person you are calling may be very 
busy. To save your time and his, identify yourself 
quickly and. state your 
business. Be cordial, but 
be informative and busi- 
nesslike. Incidentally, 
never try to fool an oper- 
ator or a secretary by 
hinting that voure a 


personal friend of Mr. 





Whatzit if voure not. 
You may get away with it once, but the next tim> 
vou call, watch out! 


Wrong number? Nobody cnjoys answering or call- 
ing wrong numbers, and there's a very simple way to 
avoid them. Dial carefully, or give the number you 
want distinctly. Always look up doubtful numbers in 
your directory. You can get a handy little booklet in 
which to list frequently called names and telephone 
numbers. Simply call the nearest telephone office, and 
they Il send you one, free. 


If vou receive a wrong- 


fF number call, give the 
ve other fellow a break. 

=e *p.. s 
tua pte Refrain from slamming 
a al i down the receiver with 


a curt “Wrong number!” 
Instead, say, “Sorry, no 
Mr. Pofnik here. Are you 
calling Orchard 6-9999?” 
Not only is this more courteous, but you wont get 
another call asking for Mr. Pofnik. 

If youre the caller and the voice at the other 
end sounds strange, ask pleasantly, “Is this Orchard 
6-9999?” If not, apologize briefly and consult your 
directory again. 


People are proud. Most people like to hear their 
own names and titles. Whenever possible, use them 
frequently. “Professor,” “Colonel,” “Doctor,” even the 
simple “Mr.” or “Mrs.” followed by the name, is sweet 
music to the ears. 

Try to interweave titles with other expressions of 
courtesy and respect. “Thank you,” “Sorry,” “lL beg 
your pardon,” are easy to say, nice to hear. 

Polish up your telephone etiquette for office use. 
Then, unless youre calling to foreclose the mortgage 
or to borrow fifty dollars, you can't miss having 
your call remembered pleasantly. And pleasant as- 
sociation—good will—is the cornerstone of a success- 
ful business. You can do your part to build it up—over 
the telephone. 
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Fall favorite—a versatile outfit of Sanforlan wool flannel 

that can be washed and washed without shrinking 

By Sporteens. In camel and red, sizes 8-18. Jacket and jumper, 
about $11 each, At Saks-34th, New York. 























LOCK 
HERS 


At-five they convert at the drop 





of a jacket. | 


= 

or modern-day Cinderellas, , >" 

the bewitching hour is no 

longer twelve midnight. Rath- 

er, it is fast becoming an unheard-of 

9 a.m. This is the hour when Dave 

Garroway is enchanting the home- 

maker, and the efficient secretary is 

beginning her daily round of activi- 

ties. And with this early-morning 

appearance in the office, today’s 

secretary innovates a fresh concept 
_of fashion. 


“NONSTOP FASHION,” as it is coming 
to be known, begins the day at the 
desk. Smart, simple, well-acces- 
sorized, it pleases even the most 
fastidious boss. Then, at five, a 
change takes place that isn’t magic 
at all! The cover-up jacket is doffed, 
some glitter jewelry is added, or a 
cummerbund is substituted for a 
belt. All set for on-into-the-evening 
fun in the perfect dinner or theater 
costume. 

On these pages—a sampling of the 
newest fashions that can be made 
with Butterick Printed Patterns. 
“Clock Watchers” like these are 
more than welcome in any fall 
wardrobe. 








La Mode buttons. Mallinson fabrics. 

BUTTERICK PATTERNS available at leading stores; 
or, order from the Butterick Company, Inc., Dept. TS-9, 
161 Sixth Avenue, New York 13, N.Y. 
























From left to right: Short, buttoned 

jacket over flattering jumper with soft, 

unpressed pleats, in Chromspun acetate. Sizes 12-20. 
Butterick Printed Pattern 7897. 





Cream-colored princess-line dress with ity" 
Empire bodice, topped by a scalloped capelet. sy ' 
Junior and Misses sizes 11-18. 3 : 
Butterick Printed Pattern 7810. ey ee 


This buttoned bolero fits snugly over a 
sheath of rayon and acetate. Sizes 12-20. 
Butterick Printed Pattern 7903. 


Stopping just short of the waistline—a 
cropped jacket over a gently flared dress. 
Flattering to all figures. Sizes 14-44, 
Butterick Printed Pattern 7794. 


a > 


/ lp 


Above: A buttoned capelet with crisp bow tie, 


At left: The plumb-line basic 

dress of rayon and acetate 

and Acrilan. The cover-up: a 
buttoned capelet of acetate-and-rayon 
fabric, resembling Persian lamb. 

Sizes 12-20. 


Butterick Printed Pattern 7847. 


over basic dress. Suggested fabric: “Pimlico 
I'weed” rayon and acetate. Sizes 12-18. 
Butterick Printed Pattern 7892. 
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S VACATIONS, ‘56, are about to be filed under 
“Recollections, fond,” it’s time to consider fall 
coiffures and how we can best transform a carefree, 
wind-and-the-waves appearance into a more fashion- 
able, businesslike formality. We'll want to devote a 
little more care to our setting technique; for a hairdo is 
only as good as its set—and a good set is simply a mat- 
ter of a little know-how. 

To learn some of the tricks used by professional 
hair stylists, we consulted the Nestle Company, which 
is famous for do-it-yourself hair beauty treatments. 
The Nestle sages were ready with hair-setting advice, 
but they were quick to point out that a prime requi- 
site for successful sets is a professional haircut. Though 
most of us can learn to pin up our tresses skillfully, 
few of us can properly shape and thin our own hair. 
It's more than a question of shortening the hair. Treat 
yourself to an occasional professional trim. Even if 
you like your hair long, it still needs periodic tapering 
and thinning by an expert. 

Perhaps you will have your hair styled as well as 
shaped at a beauty salon. If so, watch carefully to see 
exactly how the hairdresser makes the pin curls, how 
and where she places them, and how she arranges your 
hair when she combs it out. Notice, too, the equip- 
ment she uses. After your shampoo, she probably 
uses a brightening color rinse to add high lights and 
to condition your hair. When she sets it, she may use 
some wire and horsehair rollers as well as pin-curl 


clips; and she probably wets your hair thoroughly 
with a waving lotion before she pins it up. 


PLAN YOUR HOME SALON SESSION for a night when you 
really have enough time to pamper yourself. Start by 
shampooing your hair—lathering twice and _ rinsing 
thoroughly. As your beautician did, you may want to 
follow up the shampoo with a color rinse that brightens 
your tresses and makes them more manageable. Then 
towel-dry your hair. 

Now dip your comb into the waving-lotion bottle 
and comb the lotion through your hair. Hairdressers 
usually set hair dripping wet with waving lotion. It 
makes the hair more pliable, easier to curl or roll. 
Comb your hair into the pattern of your set and you 
are ready to begin with your pin curls. 

There are two types of pin curls. The basic pin 
curl is used to make almost every type of shallow 
wave, sculptured or flat curls, and short, fluffy curls. 
As you can see in the diagrams, these curls are wound 
around the finger, close to the scalp. Make them 
carefully—tuck in the very ends, and fasten securely 
with clips or crossed bobby pins. 

To set a wave, you will make two or three rows of 
these basic pin curls, reversing the direction of each 
row. Your wave will be smooth and symmetrical if you 
line up your pin curls in neat, even rows and if each 
curl has been properly placed. Placement will take 


care of itself if you are careful (Continued on page 43) 
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1. Separate a sirand avoui one inch 
wide and half an inch thick. Comb 
smooth, and hold lock straight up or 
out from scalp. Place forefinger of 
other hand in front of strand, close to 
scalp. (This curl will turn toward your i 
face; for curls that turn away from 


i » your face, place forefinger behind | 


the strand.) 
_> 


2. Now wind the strand firmly and 
smoothly around and around your 
finger so that it will be easy to slip 
off for pinning. 


3. When you have wound the whole 
curl, turn your finger toward scalp. 
Tuck under the hair ends as you slip 
curl off your finger and place it flat 
against scalp. Tucking the ends in as- 
sures a smooth curl with no frizzy tips. 
Secure with curl clip or crossed bobby 
pins. 





Rollers are helpful in making 
high, loose curls or deep waves. 
Note how rollers touch each other 
when correctly wound. The strand 
on each roller is not quite so 
wide as roller, only half an inch 
thick, and is wound smoothly and 
firmly. Rollers are secured with 
bobby pins at each end. 


its easy to make 


professional 


pin curls 





li‘s easy to create an off-the-face 
wave by using three rows of basic pin 
curls. Note that the first row is wound 
away from the face, the second turn- 
ing toward the face, and so on in 
alternate rows. Brush out all curls, 
then push into waves with your fingers 
and your comb. 
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Safe Wigh Potency Nutritional Formula 


VITAMINS 


MINERALS and AMINO ACID 


25 proven ingredients — 11 viteminsy 
{including blood-building 8-12 and 
folic acid), 11 minerals, choline, ¥ 

inositol and methionine - 


EACH DAILY CF 
CAPSULE CONTAINS 


Vitamin a 


Yes, we'll send you this $5.00 sup- 12,500 USP Units 
ree , ] - Vitamin 0 

ply /ree toprove how much health | 

ier and peppier you may feelafter |viteminc 75mg 

a few days’ trial' We'll also send Vitamin 8-1 Smeg 


Vitamin 8-2 25mg 
Vitamin 86 OS mg 
Vitamin B17 1 mcg 
Niacin Amide 40 mg 


details of an amazing new plan 
that provides a full 
supply of vitamins 





every month for Calcium Pan 

2 put a8.00t You're i a Sa 
not obligated t0 Ilfoiicacie OSme 
buy from us now Pius 11 minerals, 
or ever. Mail cou- choline, inositol 











“< pon nou ’ and methionine 
VITASAFE CORP., Dept. 956 
43 W. Gist St., New York 23, N. Y. 1 
Please send free trial vitamins and details 
of new Plan which I will accept or reject. 
I am not obligated to buy anything 

(1 enclose 25c for packing and postage.) l 





Name.... 

BINNS. cc ccccvccssses 

ES TT ee ee 1 
Only one trial supply per family. 
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ORROW $50 TO $300 sus tou 


You can borrow the fast, convenient 
and easy way. Loans to Secretaries 
on signature only, no co-signers, no 
endorsers, no mortgages. Friends, 
Merchants or Employer wil! not know 
you apply for loan. Repay in conve- 
nient monthly payments. Full details 
in plain envelope. Mail this ad today. 


CHAS. D. JOHNSTON, Mgr.  Brundidge, Ala. 
ponress : 
City 











qeence 


> 
6 
State H 


WHOLESALE CATALOG! 


Big Discounts for your own use. 
Appliances, typewriters, phonographs, 
watches, jewelry, housewares. 


GLENN SWOFFORD 


1023 Gregory St., Greensboro, North Carolina 
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Pa LEARN WHILE ASLEEP! 
Ke 
“4 


LANGUAGES, VOCABULARY, facts, figures - anything 
spoken can be learned while you sleep with new 
university-tested and proved method.Rush $2.00 
for fact-filled, illustrated instruction book: 

= “SLEEP-LEARNING, ITS THEORY, 
APPLICATION & TECHNIQUE.” Results 
guaranteed. Satisfaction guaranteed. 
Sleep-Learning Research Association 

P.O. Box 610 Omaha, Nebraska 






Today’s Secretary 
Goes Shopping 





Glasses with glamour—these hand- 
some tumblers that bear a world-wide 
touch. They’re decorated with travel 
posters from near and far in a striking 


color combination—turquoise, white, 


and pure gold. Weighted bottoms pre- 
vent tipping. So good-looking you'll 
show them off at every party, use them 





daily for your own enjoyment. And as 
gifts, their appeal is unlimited. The 
12-ounce glasses (left) are $6.95 for a 
set of 8; the 15-ounce glasses (right ) 
are $8.50 for a set of 8. All prices are 
postpaid. Order from Gift World, 
Dept. TS, 35 Tarrytown Road, White 
Plains, New York. 


Belts by mail—a new service for the 
busy career girl who likes to sew. Now 
you have handsome belts made 
from your own fabric. All you have to 
do is cut a strip of material 4 inches 
wide and 6 inches longer than your 
waistline. Add a square at least 6 x 6 
inches for the buckle. Choose either 


can 











Here’s What You DON’T Learn in School! 


Yes, here it is, girls: 1956's ‘101 Office Short 
Cuts’’—the most rollicking, comprehensive read- 
ng ever compiled for the modern secretary. 
Cleverly illustrated by secretary-author Magi Max- 
well, the book is studded with wondrous ideas 
gicaned from a long career in New York adver- 
tis general office, and newspaper fields. $1 
Real New Books, Dept. TS, 29 Perry St., N.Y. 14, N.Y. 
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square buckle or slim harness buckle. 
Belts have sturdy, washable cotton 
backing and evenly spaced, no-tear 
holes. Available in %-, %-, and 1-inch 
widths for just $1; 14-inch width for 
$1.25; 2-inch width for $1.50. All 
prices are postpaid. Send fabric, waist 
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measurement, width of belt, and 
choice of buckle, with payment, to 
Brown Belt Company, Inc., Dept. 


H-10, 330 West 38th Street, New York 
18, New York. 


Colorful Ballerinas pirouette grace- 
fully on these earrings imported from 
Italy. Feather-light, they're handmade 
and hand-painted. Bound to elicit 
compliments, for theyre as gay and 





colorful as the ballet itself. You—and 
friends—will them. Single 
pair $1, three pairs for $2.75, all post- 
paid. Write Rodolfo Imports, Dept. TS, 
3554 Santa Carlotta Street, La Cres- 
centa, California. 


your love 


Kleen-Wall safely 
stains from wallpaper. It’s easy to use, 
entirely No rubbing or water 


removes greasy 


sate. 


required. Simply dab Kleen-Wall on 
stains and allow to dry into powder. 
Then gently brush powder off. Stain 





disappears, leaving surface clean. 
Money-back guarantee. A 
size tube is only $1.69, postpaid, from 
A. Lucas Products, Dept. TS, Box 71, 
Hillside Manor Br., New Hyde Park, 
Long Island, New York. 


generous- 


Slim Slicer—a “two faced” board that 
leads a double life. One side, hand- 
painted in brilliant enamels, sports a 
gay face as it hangs on the kitchen 








wall. The other side, natural wood 
with a smooth, smooth finish, provides 
. perfect board for chopping, slicing, 
und a host of similar kitchen chores. 
Slim Slicer is 14 inches long, may be 


Dutch (as 


Pennsylvania 


orde red In 





Mode rh design \ nice 
touch for your own kitchen; an ideal 
shower or gift. Only $2.98, 
satisfaction guaranteed. 
Ideas Dept. 39, 2108 
Cleveland 14, Ohio. 


pic tured) or 


hostess 
postpaid; 
From Impact! 


Payne Avenue, 


musical touch to 
Assortment 
a musical staff, five instruments, 
They re of black 
appear- 
arranged 


Y-rettes will lend a 
wall, 


sists of 


any any room. con- 
all made 
give the 


ince of wrought iron, Can be 


und notes. 


plastic, simulated to 


oh, 


a 


«% 





to suit your fancy, as each piece is 
separate. Complete set is $2.50, post- 
paid, from Glasscraft Mfg. Co., Dept. 


I'S, 920 Chicago Avenue, 
Evanston, Illinois. 


rae 


Box 72, 


Accessories— 
hol- 


inches 


Table 
and matching candle 
ders. Nonbreakable 
high, with clear 
Candle holders 


Decorative 
flower vase 
vase is 6 

vial. 
f-inch 


acetate water 
have sturdy 















NOW! 
HANDLE 
PAPERS 
FASTER 


with amazing 


SORTKWIK 





RUBBER 
FINGERS! 
NO 
MESSY 
SPONGES! 


Greaseless . . . Stainless . . . Convenient 
Creates tacky film on fingers ...makes 
paper handling easier, faster, cleaner. 
Send $1.00 for TRIAL OFFER of two full 
size containers .. . TODAY 


LEE PRODUCTS CO. 
2736 LYNDALE AVE. SO., MINNEAPOLIS 8, MINN 








We'll Send a Box of Christmas Cards 


toal Who Want EXTRA MONEY! 


wae, Rosh name, address today for sensational, 
< Ve fast-selling ‘Feature’ 21-Card Christ- 
















mas Ass’t. Show friends, neighbors, ev- 
eryone and make easy, big profits. Get 
\ facts about 76 money-makers such as 
ay, cheery Christmas Hi-Lites Ass’t., 


»vable Merri - Angels, Religious 
Ass’t.,‘New-Look’ Trim-Slims Christ- 
mas Ass‘ t., Gift Wrappings, etc.—plus many 
“ Everyday Greeting Card Aco ts... for 
irthndaysanc other occasions. 20 ni 
* SEND NO dren’s Books, Stationery. Imported Nap- 
; iithia e kins, Gifts, many others Sensational 
% line brings you big spare time money. 
, Just name, address. Get new “‘Feature’’Christ- 
mas Card Assortment on approval with com- 
. plete money-making plans, and FREE sam- 
les of low-priced Personal Christmas Cards. 

0 experience needed. Write NOW! 
~* WALLACE BROWN, 11 East 26th St. 
“DEPT. T-44 - += NEW YORK 10, NEW YORK 








8 BONUS PAIRS 


Finest DuPont Nylon Hosiery. 60 Gauge 
a resistant long we 





15 denter. 

aring Direct from 
N 

3 PAIRS FOR $3 earns you 1 

5 orders we'll mail 
MONEY BA‘ 

o Friends Give as Wifts 


jonus 
you without 
K Gl “AR ANTEF 





dress where to mail, We pay p« 


PAMELA HOSIERY MILLS 


1030 Terminal Way an Cartos, California 





PURE WHITE VELLUM 


100 Post Cards with 


your name & address 
across the top. Use 
for prizes or gifts. 





MAIL $1 for 100 

_ Spec. - any 6 for $5 

C.N. Printing Co. 
Clearwater, Fila. 


Box 444 


gE A EPS A OEP tm, 


<2 ‘lat me shew yet 


HOW T0 SPEAK AND WRITE 





have helped thousands of men and women who have not 

had college training in English to become effective speakers, 
writers, and conversationalists. With my new C. 1. METHOD 
you can stop making mistakes, build up your vocabulary 
speed up your reading, develop writing skill, learn the “secrets 
of conversation. You don't have to go back to school. Takes 
only 15 minutes a day at home. Costs little. 32-page booklet 
mailed FREE upon request. Send me a card or letter TODAY! 


DON BOLANDER, CAREER INSTITUTE 


Dept. 1459, 25 East Jackson, Chicago 4, Ilinois 
Please mail me FREE 32,4 ooklet « Englisl 
Name 

Address 

CIE acco 7. ‘ State 
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10 PRINT WALLET 
PICTURE HOLDER 
with each order 


WALLET 
1 4 3 
PRINTS 

plus 


00 25c 


handling 
{ 
ACTUAL SIZE 60 for 2.00) 
242" x 32" 
LIMITED TIME OFFER: Valuable 
viny! window picture holder given 
with each order of famous ROY 


Wallet Prints. Perfect portrait 
snapshots for job, school, pass 
port applications a lasting 
memento to give and exchange 
with family and friends. Send us 
your picture or negative with 

$1.25 which includes handling for each pose— 

get back your original with 25 beautiful ROY 

Prints on luxurious silk-finish portrait paper 

along with your FREE picture holder. Order 

today—satisfaction guaranteed 

ROY PHOTO SERVICE 
Dept. SK-9, GPO Box 644, New York 1, N. Y. 


743 encore] hs) 2 maseltile), | 





ROY mere. SERVICE 

Dept. SK GPO Box 644, New York 1, MN. Y¥. 
' am pon $ for (25 
Prints $1.25) each of pictures here- 
with. Send FREE Print Holder. 


Name 
Address 


City 
Money Enclosed 


State 
Photo or Neg. Enciosed 










‘‘HOW-TO-MAKE 
COSTUME JEWELRY”’ 
PROFITABLE HOBBY 


Create gorgeous, professional 
quality women's & men's jewel- 
ry from imported, simulated gem 
stones. NO TOOLS OR EXPERI- 
ENCE NEEDED! We furnish every- 
thing show you how to 
moke costume, religious, frater- 
nal jewelry; compacts, cases, 
many others! Choose from hun- 
dreds of styles for your own 
use, luxurious gifts, fund raising, of a spare-time 
business of your own. Send for big, FREE ‘‘How- 
To"’ book & catalog. Please include 10¢ in coin 
for postage & handling. 


GEM-CRAFT 


Dept. TS-9 © 1812 €. 





Div. of 
Immermon & Sons 
13th * Cleveland 14, Ohio 





Destroy unwanted hor PERMANENTLY. Use con 
veniently ot home. When you hove reed ovr 
instruction book coretully and learned to use 

the new Mohler Epilator sotely and efficiently, 
then you con remove unwanted hair FOREVER 
MONEY-BACK GUARANTEE (Our 76th Yeor). 


. NEW 
ot eet) A Lea FOR YOU - 
MAHLER'S, INC, 85-M PROVIDENCE 15. R. 1. 








What Is Your’“1.Q@.“’? 


AT LAST—you may take an approved, reliable 
adult inte lligence test in home privacy and con- 
venience! Clear instructions, confidential report 
on completed test. Why guess? Others knou 
Information free. University Test Bureau, Desk 
D113, Bex 401, Pale Alto. California. 
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SoxeP 
POSTPAID 


THE SECRETARY’ § $498 giFT 


CHARM BRACELET 


Twelve accurate miniatures of the secretary’s 
profession, each beautifully Hamilton Gold-Plated 
and guaranteed perfect. Charms include pencil 
sharpener thot turns, posture chair that even 
swivels, typewriter, file cabinet, desk, telephone, 
time clock, stapler, adding machine, eraser, water 
cooler plus the inevitable Swiss cheese sandwich 
and coffee! Money back guarantee. Send check 
or money order NOW! 


PERSONALIZED GIFTS COMPANY 
160 Fifth Avenue, Dept. 19-S, NEW YORK 10, N.Y. 








REMOVE 
HAIR 
INSTANTLY 


Easily, Comfortably 


Unwanted, Superfiuous hair re- 
moved immediately from Face 
Arms, Legs. Yes, you can actu 
ally remove hair and stop fast 
bristly regrowth. Remove under- 
arm hair too. Pat on—rinse off 
ODORLESS and leaves the skin 
@ soft, smooth and lovely to touch 
Not a painful wax. We guarantee 
. 3 that we will refund your money 
aw if ugly hair grows back—aiter a 
‘ fair trial. Priced at only $2.00 
3 for $5.00. Enclose check, cash or money order 
or we will send C.O.D. plus posta! charges 


FANLON COMPANY 
412 So. Fifth Avenue, Dept. 855, Mt. Vernon, N.Y. 

















Imported Stick Perfume 


Exciting essence extracted from 
tres tHlowers, creatior 





Francois Villon TOUCHE 
deluxe French concrete per 
fume in container like a lip 
stick. Lasts 3 to 4 months 
sent direct from P aris. (Only 
me addressed to same per 
son send $2.50 Postman 
ae lie Foreign Packet 
which « yf 


an not Be prepaid 


Jay Cee imports, P.O. Box 1064, San Francisco, Calif. 











WANT TO BE A CPS? 


Start preparing mow for the next CPS exams 
with our study guide or correspondence course 
(write for prices). Used for 4 years in the fa- 
mous Long Beach, California, course: and by 
students, colleges, and corporations in 32 states. 
Study Guide, $3.08: Practice Tests, $2.08. Texts 
available. Business Research Associates Incor- 
porated, PO Box 7093, Long Beach 7, California. 











An Album for Your 
Achievement Certificates 


Just as a picture album enhances and preserves your 
favorite photographs, so the Gregg Achievement Record 
Album protects and displays your valued certificates 
of achievement. You cah mount your certificates for 
shorthand, typewriting, and bookkeeping. 

Order yours today from the GREGG AWARDS 
DEPARTMENT, 330 West 42 Street, New York 36. 
N. Y. One costs 25 cents; a dozen only $2.50. 














EAWuite 


LEARN AT HOME 
EARN WHILE YOU LEARN 


You can learn auxiliary nursing at 
home in your spare time. The auxil- 
iary nurse has choice of well-paid 
careers: PRACTICAL NURSE, 
NURSES’ AIDE, HOSPITAL 
ORDERLY, INFAN' NURSE, 
NURSE-COMPANION DOCTOR'S OFFICE 
NURSE, ete. Big demand in hospital and private 






ATTENDANT, 


i homes. School praised by doctors. 57th year. 50,000 i 
graduates all over world. Equipment FREE. Certifi- 

cate awarded. Men, women 18 to 60. High school not q 

f required, Easy payments. Trial plan. 36-page booklet, 
Opportunities i luriliary Nursing, and 16 sample t 

© tGeeun cuits malted FREE. Gent coupon now! 

i CHICAGO SCHOOL of NURSING § 
Dept. 859, 25 Fast on Blve Chicago Ill. 

Please mail free sede ‘ free pr ted, pages i 

i Name fue t 
4{ddress 

a ———- J 
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bases. Smart, simple lines lend distinc- 
tion to any setting. Vase and holders 
come in bright nickel, brass, copper, 
or oxide black. Vase alone $2.10; can- 
dle holders $2.10 a pair. Set, $3.98. 
All prices postpaid. Write J. K. Stalcup 
Company, Dept. TS, Route 5, Mari- 
etta, Georgia. 


Padded Hangers will keep your 
dresses looking their prettiest. Gar- 
ments won't pull or tear, can’t slip to 
the floor. Hangers are covered in lus- 
trous satin, scented with a delightful 
fragrance. They measure a full 16 
inches in width, have plastic hooks for 





longer wear. Available in soft shades 
of pink or blue, with matching decora- 
tive ribbon. Set of four hangers—a mere 
$2.25, postpaid. Order from Bodine’s 
of Baltimore, Dept. TS, 501 East Pres- 
ton Street, Baltimore 2, Maryland. 


Skitter Pins—to scatter where you 
will. Multicolored butterflies have a 
unique spring attachment. Just squeeze 
the metal wings together and lip them 
on. Use them to decorate a_ plain 





blouse, to brighten a dark dress. Let 
them perch on the gay ribbons of a 
gift package or hover over the flowers 
on the center of your dining table. 
Pretty and practical, for innumerable 
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occasions. Eight butterflies in an ace- 
tate gift box, only $1, postpaid. From 
Rajah Enterprises, Dept. TS, Box 261, 
Englewood, New Jersey. 


Fair weather ahead—moneywise at 
least—with this new Thermometer- 
Date-Amount Bank. This three-in-one 
bank practically forces you to save, 
since the automatic calendar requires 
a quarter a day for proper timing. Reg- 
ister shows you just how much you’ve 





saved; thermometer gives you the day’s 
temperature at a glance. The bank is a 
daily reminder that clothes, trips, cars, 
or what have you can be yours 
through saving. Thermometer Bank is 
$2.95, postpaid; two for $5.50, post- 
paid. Order from Leecratt, Dept. TSW, 
300 Albany Avenue, Brooklyn 13, New 
York. 


Tote-Brush Dental Kit is an ideal 
travel companion. Slim, flat case of 
gay, sparkling plastic holds matching 
folding toothbrush and_personal-size 
tube of tooth paste. Fits neatly into 
pocket or handbag. Fine for office use, 





too. Kit comes in assorted colors— 
sorry, no choice, but they’re all attrac- 
tive. “Jewel-like” style for women; 
smart, regular style for men (state stvle 
desired). One of the handiest items 
you'll ever own. $1 each, postpaid—or 
6 for $5.79—postpaid, from Conster- 
dine’s, Dept. TS, 127 
Detroit 13, Michigan. 


30 Promenade, 
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of Gaz OF GREGC ARTISTS 





Cortipeates AMuearded by the 
CRE AWARDS DEPARTMENT 
(~ a nmgphubore 
SOR THAND, TYPING, GOORAEEPING 
PUUING, and TRANSCRIPTION 








PASSPORTS 


to Successful Careers 


BY FLORENCE 


Lene AREER CAN BE as interesting, 
exciting, and remunerative as 
you care to make it. It’s up to you 
to develop the proficiency and skill 
so necessary for a successful busi- 
ness career. 

The tests offered by this Depart- 
ment enable you to earn handsome 
certificates and pins testifying to 
proficiency in shorthand, typing, 
filing, and bookkeeping. Earning 
them each month speeds the course, 
increases the fun of learning, and 
helps you to fulfill the requirements 
of study with enthusiasm, interest, 
confidence, and courage. They are 
your passports to success. 

Let us plan your course by desig- 
nating the awards you may earn as 
you progress. Then you can attain 
maximum skill in minimum time. 


TAKE SHORTHAND: Set aside thirty 
minutes a day for additional study 
and practice of shorthand. Devote 
this time, if you are a beginner, to 
reading and writing shorthand. The 
test for Junior Membership in the 
Order of Gregg Artists, page 38, 
provides excellent practice and en- 


ELAINE 


ULRICH, 


ables you to win the first award in 
the largest organization of short- 
hand writers in the world. Read the 
test, then write it. Circle any out- 
lines that you fail to make correctly 
or that slow down your normal 
writing speed. Practice those out- 
lines individually until you can 
make them correctly each time. Ex- 
pert shorthand writers will practice 
an outline a thousand times, if nec- 
essary. 

The Gregg Shorthand Corrective 
Slide that is described elsewhere in 
this issue is an excellent device for 
analyzing notes. The correct out- 
lines are written on it in bright red 
ink, which when overlaid on the 
outline, shows up the faults in your 
writing style. The slide is really fun 
to use. 

Advanced students and _ secre- 
taries who desire to improve dicta- 
tion speed and transcription skill, 
should devote a half hour each day 
to such practice. Business Teacher 
(available to teachers and office 
supervisors free on request) pub- 
lishes two timed tests in shorthand: 
a 3-minute dictation test and a 5- 
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Director, Gregg Awards Department 


minute dictation test. The tests are 
provided at 60, 80, 100, and 120 
words a minute. 

Attractive certificates are offered 
on all of the tests, but handsome 
pins are also awarded on the 5-min- 
ute tests. Expert Speed Awards for 
140, 160, 175, and the Diamond 
Medal for 200 words a minute are 
offered to the shorthand writer who 
aspires to become a shorthand re- 
porter or a reporting secretary. In- 
formation about the Expert Medal 
Tests will be supplied on request. 

An essential qualification of a 
good secretary is the ability to tran- 
scribe accurately. Our Transcription 
Program offers splendid awards to 
students who qualify on the official 
transcription tests. Four certificates 
are offered. The first transcription 
certificate and OBE (Order of Busi- 
ness Efficiency ) Pin are available as 
soon as you are transcribing mail- 
able letters at approximately 15 
words a minute. The final award 
testifies to vocational proficiency in 
shorthand. It should be your ulti- 
mate goal in the secretarial-training 
course. 
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TAKE TYPING: Champion typists for 
vears have hes ‘n trained on the kind 
of practice provided by the Compe- 
tent Typist Program sponsored by 
this Department. This speed-build- 
ing program encourages the kind of 
practice needed _ to develop speed 
An award is issued 
on the month's best 10-minute tvp- 
ing of the Competent Typist Test. 

Suppose you do the Competent 
Typist Test (page 40) today, but do 
not qualify for the certificate be- 
cause your speed was only 29 net 


and accuracy. 


words a minute instead of the nec- 
essarv 30. Instead of waiting four 
weeks for another test, as you cus- 


OGA 
JUNIOR 


Chis material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 

in narrower columns: you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine 

Your writing may earn you a 

Junior OG A certificate or pin 


OGA 
SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

“ood copy of this material. 

you will get the 

Senior O G A certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Grege Artists. 


tomarily would, vou practice the 
Competent Typist Test—then take 


the 10-minute test again. If the 
second test qualifies, by reason of 


having not more than five errors, 
you may apply for the certificate. 
Every test challenges you to try and 
try again. Take the test this month, 
and see if this is not true. 

The Junior and Senior Member- 
ship Tests in the Order of Artistic 
Typists will be found on page 39. 
The Junior OAT Test may be taken 
as soon as you can type with rea- 
sonable fluency. Try the Senior OAT 
Test when vou have mastered such 
techniques as tabulation and rough 





drafts and are typing 40 words a 
minute. You will be proud to be a 
member of the Order of Artistic 
Typists, a world-wide organization 
of expert typists. 

TAKE FILING: This department spon- 
sors a fine series of tests and awards 
for filing. The tests are published 
monthly in Business Teacher. 

The Certificate of Vocational 
Competency is a final award issued 
when you have completed secre- 
tarial training and have qualified 
on the official tests offered here that 
testify to vour having attained voca- 
tional skills. 
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WHAT IS A CUSTOMER? 


Words 

A customer is very important—in fact, he’s the 10 
most important person who ever telephones our 19 
place of business. 23 
A customer is not an interruption to our work. 32 
He is the purpose of it. 38 
We are not doing him a favor by serving him. 47 
He is doing us a favor by giving us the opportu- 56 
nity to serve him. 60 
A customer is not dependent on us. We are de- 69 
pendent on him because he pays our salaries. 78 
A customer is not a cold statistic. He is a 87 
human being with hopes and ambitions like our 97 
own. 98 
A customer is a person who brings us his needs. _108 

It is our job, duty, and privilege to treat him with 118 
courtesy, promptness, and consideration. 126 











To: The Sales Staff 
Gee 
«— From: William R. Miller 


<—\——— Subject: Our Customers 


Ehis morning I received the sixth complant in two 
weeks about our telephone service. the number ‘of com= 
plaints is risi yi feel, I should call this 
attention. Fs Veter 

wk, Aaland 


matter to your 


Wet is a customer? He's a mi as the attached oe 
aA 


points out. 
Or seme three of our staff who, have developed a hostile 

-_ towards our customers. ( F nrg 

I am well aware of the fact that some people can make 

your blood boil by bee Gery tone oF eete resoe. The easi- 
est,thing to do is tell ‘em off.” However, that is usually 
the way to add fuel to g fire. On the other hand, in nine 
cases out of ten, patience and tolerance calm the troubled 
waters, Sefill we try them? ALet's name next week "Be-Kind- 
to-Our-Customers Week.” 


<< W.. RM. 
WRM: 1lsp 


I hope it will change the attitude of some he oy 
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OAT 
JUNIOR 


Arrange this enclosure as neatly 

as you can on a full page. Don’t type 
the word count. It will enable you to 
check your production time; this is 
not a speed test. 


To qualify for an award, strive for 

(1) neatness and (2) good plac ement and 
(3) for accuracy—no strikeovers or 
typographical errors. (4) Indent properly, 
and double space between paragraphs, 
even in single-spaced material. (5) Be 
sure to spell and punctuate correctly. 


You may retype this copy as often 
as you wish. Then send us the 


best specimen you produce. 





TO GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Floor, 330 West 
12 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for cach certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award. * Be sure your name 
and address appear on your paper. 
* Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by cach candidate. * Septem- 
ber copy is good as membership tests 


for OAT, CT (page 40), and OGA 


awards until October 20, 1956 











OAT 
SENIOR 


Senior candidates must 

submit this month's complete produc 
tion project the corrected memo 
(from the rough draft alongside ) and 
the enclosure to accompany it, 

which appears above as the Junior 
test. 


You may use plain paper for both 
parts of the project——memo paper for 
copying the rough draft if you 

prefer. The material may be practiced 
until you have produced your 


very best work 
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SEPTEMBER COMPETENT TYPIST TEST 





To compute speed, note the number indicated at the end of the last line you copied complete ly and add 1 for each additional 5 strokes typed. 7 


Oo get gross 
speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. 





Words Words 
Every businessman wants to boast 7 in the business world. Courtesy applies 344 
about his secretary. How can you be- 14 just as much to those with whom you 352 
come the one whom the boss praises to 21 are working as it does to visitors. 359 
others? Attention to the little things 29 Do you have a spirit of teamwork and __ 366 
sets apart a good secretary from a poor _ 37 the feeling of satisfaction in striving 374 
one, a mail clerk whorises quickly from 46 for a common goal? Two of the things 382 
one who stays inthe same jobfor years, 54 on which your progress in the business 390 
and a capable worker from a mediocre 61 world depends are your ability to get 397 
one. Through your business courses _ 68 along with your fellow workers and 404 
you are acquiring marketable skillsthat 77 your willingness to do more than your 412 
you will soon be able to put to use. 34 share of the work. A valuable employee 420 
Your next concern is how those skills 92 learns to take suggestions and to follow 428 
can be used to the fullest extent. It may 100 directions precisely. Then, too, em- 435 
be that the training in little things will _ 109 ployers are always looking for workers 443 
make you more efficient than the ordi- 116 who are dependable, who can and do 450 
nary run of workers and will help you 124 look ahead, who see what must be done, 458 
to meet. competition and the future de- 131 and who are willing to accept the trust 466 
mands that you are bound to run up 138 that is placed in them. You can relieve 474 
against. 140 your employer of much of his routine 482 
Perhaps the little things might be 147 work if you have these qualities, thus 489 
classed under business conduct, or 154 allowing him more time for executive 497 
knowing what to do and how and when i162 planning. 499 
to do it. Your training is aimed at giv- 170 To show intelligence and initiative in 507 
ing you two important habits—that of 177 your job, you will be alert and mindful 515 
thinking vroblems through and that of 185 of the condition of the files and the 522 
completing a job on time. These two 192 supplies, and of the office equipment 530 
habits are the basis of efficiency and re- 200 and records. You might also put your 538 
liability. As you go on working, you 208 spare time to good use by planning and 5 
will develop both skill and background. 216 working ahead on routine reports. Try 553 
Business would like you to fit into var- 224 to think of the many things your em- 560 
ious places with ease, and have the 231 ployer has no time to follow through _ 568 
sxills and the proper human relations 239 on. If you learn to do these things, you 576 
and the office techniques that will help 247 will make yourself so indispensable 583 
you on the job. 250 that your employer is sure to say, “I 591 
Proper grooming is important for a_ 257 could never get along without her.” 598 
good first impression as well as for ad- 265 If you are really interested in your 606 
vancement. You do not have to worry 273 work, and if you attempt to find new, 613 
about how you look if you know that 280 timesaving methods of doing things, 620 
you are well groomed, and that in itself 288 promotions will take care of them- 627 
gives you confidence and poise. The 295 selves. If you take pride in a job care- 635 
clothing you wear to the office need not 304 fully done, you will find that your 642 
be expensive, but it would be advisable 312 efforts will result in good work, the 650 
to choose it carefully for the purpose at 320 pleasure of accomplishment, and ad- 657 
hand. Courtesy and an even disposition 328 vancement. 659 
will also help you get along with others 336 ee ea oe A ee ee ee 
Written especially for Gregg Awards candidates by Lura Lynn Straub 
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TRANSCRIBING SPEED PRACTICE 





The material below is 


from ‘ae 


the ime as 


or te 


» ( A ha st acros 


s the pag e, and it is — rovided so that you can test and compare your 4 eds a typing fre 


our rate on this word-counted material in the same way you do when typi = the C. 
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Yes. + ¢ THEY'RE 


Eracerd! 


envenient 







PAPER WRAP with 
PULL STRING for 
porting 





eoty 





spiral-paper-wrapped. Just 
pull a tiny string to peel 
off the paper to the eraser- 
length desired. The wrap- 
ping keeps the rubber 
cores fresh and clean. ASK 
YOUR STATIONER for 
these Weldon Roberts i 
Erasers: No. 448 Green Jt 
Glow (Green rubber) for i j 
pencil erasing and “clean- 
ing’: No. 378 Graypoint, v = | 
(Gray rubber) for eras- 

ing ink and typewriting. +e 


WELDON ROBERTS RUBBER CO., Newark 7, N.J. 
World's 








You don't even have to j 
point these pencil-shaped 8 
erasers with a knife or 3 
pen il sharpener! Their rE 
fine rubber cores are | 

Z 

z 





ee? are 


MADE 
muse 











Waldon Roterts 
Eran 


Correct Mistakes in Any Language 


Foremost Eraser Spe 





sa 











RITE-LINE copyruoiper 





e SAVES EYESTRAIN 

® PROMOTES ACCURACY 
INCREASES PRODUCTION 
TAKES COPY UP TO 20" 
HOLDS NOTEBOOK 

FITS IN DESK DRAWER 
LINE MAGNIFIER EXTRA 


Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 
[-—-—MAIL COUPON TODAY-—-4 








RITE-LINE CORP. | 

4209 39th St.,N.W., Washington 16, D. C. | 
| Please send me a free copy of your Fo'der. | 
| Name | 
| Address. | 
| 2 Zone State 
RANG ene nme comme cape aut aaein eae amen 
49 








OFFICE SHOPPING CENTER 
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SoundScriber “200”—“the world’s small- 
est, lightest, most compact dictating and 
recording instrument of its type,” 
ing to the manufacturer. Designed pri- 
marily for the 
compact enough to fit into a brief case, 
or desk drawer. 


accord- 
traveling businessman, it’s 


automobile compartment, 
Can be carried by its handle 
shoulder with its snap-on shoulder strap. 

SoundScriber “200” only 6 
completely electric. Micro- 
power cord, and a supply of plastic 


or over the 


weighs 
pounds, 1S 
phone, 





all self-contained within the in- 
strument. Discs 
SoundScriber machine 


disc S are 
can be played on any 
or on the standard 
33's-rpm_ phonograph. 

For further information, 
SoundScriber Corporation, Dept. TS 


Munson Street, New Haven 9, Conn. 


write to 


146 


Give your typewriter mad look 
with this attractive its off-duty 
moments. It comes in pink or gray denim, 
typing 


a gay, 


cover tor 


has side pockets for necessities. 





Handsome poodle and flying letters dec- 
orate the front. Bound to lend a glamor- 
touch, conversation in any 
office. Just $3.95, postpaid, from Whitney 
& Rogers, Dept. TS, 23 Fox Meadow 
Road, Scarsdale, New York. 


ous cause 


American Photocopy Equipment Com- 
pany has recently conducted a series of 
photographic studies that show how pho- 
tocopying can cut down on office fatigue, 
high costs, and job monotony on copy- 
typing jobs. According to APECO, copy- 
typing involves excessive motion, noise, 
and plain hard work for the typist. With 
company’s 


a photocopy machine—this 


1956 


Dial-a-matic Auto-Stat, for example 
work can be done ,easily and quickly. 
APECO is offering illustrated material 
that explains how photocopying can be 
successfully applied to any business office. 


COpy 


For your copy, write to American Photo- 
copy Equipment Co., Dept. TS, 1920 
West Peterson Avenue, Chicago 26, Ill. 


Cop-e-Eez offers several new features 
that make a fine product even better. The 
regulation-size Copy Board Line 
Finder can now take sheets up to 17 inches 
wide with the addition of a swing 
arm under the movable line This 
is a real boon when a secretary has a great 
work to do. A red plastic 


and 


new 
finder. 


deal of figure 





space selector guarantees smooth and 
positive operation. One tap on the wide 
spacing bar moves the line guide auto- 


matically. The new Cop-e-Eez is finished 
in gray, with nickel trim. The guideline 
is a dark eye-saving green. For an illus- 
trated folder describing this office aid, 
write to Dept. C, Lansdale Products 
Corporation, Box 568, Lansdale, Pa. 


Graf-Lok is the newest addition to the 
Graflco line of file signals and map tacks. 
It’s a steel projecting signal that locks on 
slotted cards. Designed especially for rec- 
Cannot be moved or 
Graf-Lok signals 


ords in constant use. 
removed accidentally. 





are available in 12 standard colors. Packed 
20 or 100 of a color to a box. 

Graffco products can be ordered 
through your office-supplies dealer. If not 
available locally, write to The George B. 
Graff Company, Dept. TS, 54 Washburn 
Avenue, Cambridge 40, Massachusetts. 
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CURLING CUES 


(Continued from page 32) 





to put your finger in the same relative position when 
you start to wind each curl. 

For back hair and long hair you may want to make 
long-stem pin curls. These differ from the basic pin 
curls in that you start winding about midway from 
the scalp. Wind the hair just like a figure 6. This curl 
has no spring to it when you comb it out. It is meant 
to lie right where you wound it and to give just a gentle 
curve to the ends. This type of curl can also be used 
for flat bangs or a flat curl on the cheek or at the ear. 

Rollers are excellent wherever you want unusual 
height or depth in your waves. A pomp at the forehead 
is a typical example. Rollers permit quick and easy 
setting because more hair is curled at one time. 

Separate a lotion-wet strand half an inch thick and 
not quite so wide as the roller. Don't use more hair 
or less; too much hair results in unmanageable bunches, 
too little produces stray wisps. Comb your hair smooth, 
then roll it firmly. If you have trouble starting the hair 
around the roller, wrap the ends of your hair in a bit 
of cleansing tissue. Twirl the roller close to the scalp 
and anchor it with a bobby pin at each end. 


WHEN YOUR HAIR IS COMPLETELY DRY, you are ready for 
the comb-out. A good comb-out makes the difference 
between a smartly sculptured look and a shapeless 
head of friz. Perhaps a better name for the comb-out 
might be brush-out, for that is exactly what the pro- 
fessional hairdresser does. She firmly brushes back 
every curl, pulling the whole set into a seeming mass 
of fluff. This firm brushing does not destroy the set at 
all. On the contrary, it puts snap and body into your 
wave. After you have brushed back all your curls, 
go to work with your comb and fingers to put each 
curl and wave back where it belongs. You can do this 
easily if your hair has that good shaping we spoke of 
and if you have carefully placed each pin curl and 
roller in its proper spot during the setting. 

If your coif needs repair work between your weekly 
sessions, you can do a dry set and bolster it with a 
hair spray. The Nestle Company makes two types of 
spray, or “Spraze,” as its product is called—regular 
Spraze for difficult hair and Soft Spraze for hair that 
needs only a bit of discipline. Dampen your hair 
slightly and set all or part of it. Make smaller pin curls 
and tighter rolls than you would for a wet set. Then 
spray with hair spray. Your hair will dry quickly, and 
vou can soon comb it out. But be gentle; instead of 
brushing the curls out completely, brush each roll or 
curl individually and just enough so that you can mold 
it with your fingers. Then spray your whole head to 
help keep your hairdo in place. 

You may not be a miracle self-setter until you've 
learned the ways of your hair and practiced a while. 
But with the right equipment and the right technique 
voull soon be doing your hair almost as expertly as 
the salon professionals. 








WITH THE ExcLusive ECONOMIZER BOX 


PATENTED EFFICIENCY 
in CARBON use. 


(1) Automatic alignment. 
(2) Automatic rotation of sheets of carbon gives 25% more wear. 
(3) Automatic warning of last typing lines. 


(4) World's easiest and most convenient carbon to handle. Hands 
do not touch the coated surface. 


DISTRIBUTED BY 
KEE LOX BRANCH OFFICES IN MAJOR CITIES AND 
BY A GROWING NETWORK OF AUTHORIZED DEALERS 


Free samples sent only on request when 
letterhead of company is used. 


Department $ 3 
KEE LOX MFG. CO. 
Rochester 1, New York, U.S.A. 


Kee Lox “Pal” Erasaguard 
75c¢ each. 
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with new AVERNE 


Yes—labeling file folders is 
now fast and clean—no longer 
a chore. There’s no sticky, 
gooey sponge to wet and handle 

...no bad-tasting mucilage 
to lick. Avery labels are on at 
the touch of a finger... 
easily, neatly and quickly. 
They're color coded—in a selection of 10 beautiful colors 
plus white—for fast, positive identification and reference. 
Improve the appearance of your files by color-coding 
and relabeling each folder with Avery adhesive File 
Folder labels. Expensive folders can be re-used and 
still remain neat and presentable in your files. 
Filing can be fun—if you do. They'll make your job 
easier—and a boss’s business more profitable. 


use...and color-coded, too! 








with guide lines fe 
for uniform i 
typing—and i 
the last label it 
won't slip in ; 
the typewriter 
because of the 
extended back- 
ing sheet! 


Available from your —a— > 

stationery or office 

supply dealer—in Ae 

sheets of 8 labels / fg 
i 


; 


3.3 






AVERY ADHESIVE LABEL CORP., Div. 152 
117 Liberty St., New York 6 ¢ 608 S. Dearborn St., 
Chicago 5 ¢ 1616 S. California Ave., Monrovia, 
Calif. ¢ In Canada, 207 Queen’s Quay West, Toron- 
to 1, Ontario ¢ Offices in Other Principal Cities. 


| 

| 

| 

Completely | 
| 

Please send me samples of Avery file folder Labels. | 
| 

| 

| 

| 

| 


revolutionizes 

office filing— 

See them... try them 
today! Write for your 


| 
| 
| 
| 
| 
FREE samples of Avery | 
| 
| 
| 
| 


My Name___ Position 





file folder Labels— 








Company 





«+. Then BUY 
them at your 
stationery dealer! 
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NOW TODAY'S SECRETARY MAGAZINE can 
become an attractive permanent part of your 
business or home library. 

These famous Jesse Jones files, especially designed for 


TODAY'S SECRETARY, keep your copies orderly, read- 


ily accessible for future reference. Guard against soiling, 
tearing, wear, or misplacement of copies. Will keep 2 
years’ copies in perfect condition. No irritating wires to 
handle; allows any copy to be removed. 

These durable files come in a rich blue and gray Kivar 
cover that looks and feels like leather and with 16-carat 
gold lettering. 

Only $2.50 each, 3 for $7.00, 6 for $13.00, postpaid. 
Add $1.00 postage for orders outside U.S. Satisfaction 


unconditionally guaranteed or your money back. 





Jesse Jones Box Corporation, Dept. TS 
P. O. Box 5120 
Philadelphia 41, Pennsylvania 


| 
| 
Please send me, postpaid, TODAY‘S SECRETARY | 
files. | enclose................. Bill Me (} | 
| 
| 
| 


Name. 
Address 





675 Cooledge Ave. Atlanta 6, Ga. 








It's the BLADE 
that makes the difference! 


. . « the razor-sharp, replace- 
able blade found only in the 


ORIGINAL DUX 


Precision Pencil Sharpener 
Always a sharp point with 
the twist of the wrist. 
Spillproof container in 
choice of three colors; 
wide variety desk and 
pocket models, including 
genuine leather-gold 
tooled. FINE FOR 
CHRISTMAS GIFTS. See 
your stationer or write 


FRED BAUMGARTEN, Exclusive Imports 














The Business Game goes smoothly 


when moves are signalled by 
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PROJECTING 
SIGNAL 


\ for  V ertical 
Records 


Write for free color folder 
on Graffco Products 
GEORGE B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 


45 








“HINGE- TOP" 


OFFER 
to 


secretaries 


and SECRETARIES: clip coupon to firm letterhead. 
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ONLY 


EAGLE-A PAPERS 
have the famous 


BOX 





@ Keeps these fine papers neat and clean 
® Lets you slide out the sheets you need 


Why dig and tug to get typewriter paper out of a box... 
and get soiled, wrinkled sheets? With Eagle-A’s 
“Hinge-Top” Box, you simply lift the hinged box end, 
slip out the sheets you want—and they come out smooth 
and bandbox-fresh. Saves time ... saves paper! The 
unique “Hinge-Top” Box is available with all Eagle-A 
Boxed Typewriter Papers. These fine papers come 

in a wide choice of grades to fit every office budget... 
in letter and legal sizes, plain or ruled: 


100% RAG EXTRA No. 1: Coupon Bond 

100% RAG: Agawam Bond; Coupon, Agawam Onion Skins 
75% RAG: Contract Bond « 50% RAG: Acceptance Bond 
25% RAG: Trojan Bond, Onion Skin and MS. Cover 
SULPHITE: Quality Bond, Onion Skin and Manifold 
TYPE-ERASE: Bond, Onion Skin — with “built-in erasability” 


FREE 


AMERICAN WRITING PAPER CORPORATION 
HOLYOKE, MASS., DEPT. TS 


Send your free Letter Placement Guide and 
Miniature Sample Booklet of Eagle-A Boxed 
Typewriter Papers: 


NAME 





POSITION 





TEACHERS: clip coupon to school letterhead. 


teachers 











BEAUTY BUYS 





at bedtime (after cleansing ), 





Put your best face for- 
ward this autumn with 
Act of Beauty by Bar- 
bara Gould. This rich 
flowing cream has a 
tragrance as lovely as 
a nosegay of flowers, 
vanishes instantly into 
the skin, and he Ips 
alleviate the dryness 
and flakiness that 
come from too much 
sunshine. A few drops 
of Act of Beauty used 


r dotted on prior to applying 


make-up, provide the moisture, smoothness, and 24-hour protec- 


tion that your skin needs, Introductory 2-ounce size, $3, plus tax. 


The Boodle Bag—a gay 
and very feminine car- 
ry-all in soft, crushed 
cowhide. By Rolfs. 
Cards, currency, and 
coins all have separate 
compartments; and a 
wonderfully large 
pocket holds all the 
odds and ends ladies 
find necessary. The 
Boodle was designed 
as a purse organizer, 
but its lovely soft pas- 
tel shades and handy 
clutch size make it 





perfect for shopping, traveling, or for an evening “on the town.” 
Available in powder blue, pink, flax, and scarlet. Measures 
four by eight inches when folded. Price—about $5, plus tax. 





A long-standing per- 
fume tavorite—Gemey, 
by Richard Hudnut— 
is now available in a 
new aerosol bottle 
that’s as pretty as it is 
practical. Simply press 
the little valve at the 
tip of the bottle and 
you have a superfine, 
fragrant mist that lasts 
and lasts. There’s no 
spilling or leaking; 


and, since the bottle is plastic-coated, it resists breakage. Only 
$2.75 (plus tax) for a 34-ounce bottle. Also available—Hudnut’s 
“R. S. V. P.” fragrance for the same price. 


Sparkling clean hair 
in a matter of minutes 
with Shampion — Jor- 
deau’s rinseless sham- 
poo. Calls for no water 
at all and no rinsing. 
Just wet the hair with 
Shampion and rub it 
well into the hair and 
scalp. Repeat applica- 
tion, rubbing the 
shampoo in briskly 
until it creams to a 
foamy lather. Wipe 
the hair dry and brush. 





Cleanses thoroughly and leaves the hair soft and easy to manage. 
Perfect for those days when you're suffering from a case of the 


“sniffles.” Price, $1.50, plus tax. 
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"There are 
mighty few 
mistakes that 
Klenzo 
won't fix!" 


Miss M. J. R., Secretary 
to a Chicago Executive 


L454 r4e) 
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Erases typing 
ink or pencil faster 
and cleaner! 


WRITER ERASE 533. r 
AT ALL DEALERS 


BLAISDELL PENCIL COMPANY «+ BETHAYRES, PA. 








BOUND VOLUMES AVAILABLE! 


Each year in June, Business Education World and Today's 
Secretary copies are bound with a heavy leather cover into 
one complete, easy-to-handle volume. Many back issues are 
still available. Check the listing below and send your order to 


Gregg Magazines, 330 W. 42 Street, New York 36, New York. 
Today’s Secretary 
Vol. No. Available Price 
56 September 1953-June 1954 11 4 
57 September 1954-June 1955 23 $6 
Business Education World 
25 September 1944-June 1945 1 $3 
30 September 1949-June 1950 3 $3 
33 September 1952-June 1953 1 $4 
34 September 1953-June 1954 9 $4 
35 September 1954-June 1955 15 $6 


Orders now being taken for TS volume 58 and B&W volume 36, 
ready in October. Price: $6. 
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Dear Boss: 


I 

| 

I I clipped this ad from 

| BUSINESS WEEK MAGAZINE. This 
I is the greatest invention 
since the vacation. 
| 

l 
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SPLIT-LEVEL SECRETARY 


(Continued from page 13) 











gives him the day’s lineup of appointments and dead- 
lines. “I'm lucky that he wakes up cheerful,” Doris 
says. “Steve’s even funny when he’s still half-asleep. 
He usually tosses me a witticism or two before we get 
down to business.” 


ONcE A WEEK, Doris goes to the comparative quiet of 
the Allen apartment, to take dictation. More often 
than not, she tags along to a photography sitting or 
a rehearsal, performing her shorthand stint in a taxi. 
At auditions and screenings, she sits beside Steve, 
taking notes on his comments and ideas. She adds, 
“My boss’ mind is always working; and, as a result, I 
have books and books of rough ideas to be worked up 
into future projects.” 

At the time of this writing, one “future project” has 
just become a fait accompli. Steve has added an hour- 
long Sunday evening telecast to his roster of activities, 
and Doris is working out a new schedule for herself— 
she will spend Sundays in the office in exchange for 
a weekday at home. 

Since Steve's appearances on “Tonight” were cut to 
three nights a week (to give him time to prepare “The 
Steve Allen Show” for Sunday) Doris’ late nights have 
been similarly cut. She unfailingly watches Steve on 
“Tonight” and takes copious notes in shorthand. 

She explains:: “Since “Tonight’ doesn't follow a 
script, it’s essential for me to take notes on every show 
so that I can answer questions the next day. You'd be 
surprised at the number of calls I get about each 
show!” 

She continues: “Staying up till 1 a.m. is no hardship. 
I'd watch Steve Allen even if I weren't his secretary.” 


Doris’ PREPARATION for her split-level job began with 
a commercial course at Eastside High School in Pater- 
son, New Jersey. After graduation, she worked as 
registrar for a GI trade school in Paterson. 

“It was a tough job for a girl as young as I was,” 
she recalls. “If the GI’s weren't doing well in their 
studies, they were sent to me for a reprimand. Trying 
to look at least as old as my ‘charges, I pulled back 
my hair and wore ultraprim clothes. I became very 
staid and solemn.” 

All this went against Doris’ naturally gay person- 
ality; and when the GI bill expired, she decided to 
leave education for a more glamorous business. 

“I knew I wanted to work in television,” she says. 
“When I went job hunting, I stopped in at the NBC 
personnel department.” 

The next thing Doris knew, she was secretary to 
Jackie Robinson, who then had an NBC radio show. 
When the baseball season began, Robinson took a 
leave of absence. Doris was sitting in her office, think- 
ing about her next move, when Steve Allen walked 
in with a kinescope of his “Tonight” show that he was 
about to audition. 
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With characteristic self-confidence, Doris said to 
the comedian, “I wish you'd let me watch the audi- 
tion. If I like it, maybe Ill audition you for a secre- 
tarial job.” 

Steve invited her to join the kinescope audience. 
Afterward she said to him, “I'd love to be your 
I think you're the greatest!” 

That was three years ago. Since that day, Doris 
has been Steve's private secretary. Her opinion of her 
boss has never changed from the time of her initial 
meeting with the TV star. She still thinks he’s “the 
greatest.” 


secretary. 





BOSSES BY THE DOZEN 


(Continued from page 15) 





hours a week. Seven p.m. may find her still on the job, 
and Saturday is not always a day for rest and relaxation. 
Lunch hour is usually a thirty-minute sandwich-and- 
coffee affair, often eaten at the desk. Still, Lee’s en- 
thusiasm and interest in her job make even the tough- 
est days pass swiftly. And perhaps the fact that she is 
well paid helps a little too. 

Lee Blakeslee got her job after a two-year interrup- 
tion in her career due to family responsibilities. A 
friend who knew of her desire to return to work heard 
about the opening with Aerojet and called her. Lee 
applied and got the job. Her impressive background 
in personnel work and advertising was one factor in 
her favor. But even more important was the fact that 
she could take shorthand and could type. Ability in 
both was a prerequisite for the job. Lee has always 
considered her postcollege business course one of her 
best investments. 

She slipped back into the routine of work quickly. 
Her greatest difficulty lay in familiarizing herself with 
engineering terms, quite a task for a girl who didnt 
know a thermo-couple from a servo mechanism. For 
weeks, she read and asked questions. The public libra- 
ry became her favorite spot, the dictionary her best 
friend. Time was devoted to studying lists of engineer- 
ing terms in shorthand. And her persistence paid off. 
There actually came a day when an applicant asked 
her whether she was an engineer! 


LEE HAS ONLY WORDS OF PRAISE for every one of her 
bosses. True, she has had to adjust to varying person- 
alities and temperaments. Work methods, dictation 
styles, and interview techniques differ from man to 
man. But all of them have been easy to work with. At 
the end of each week, she is sorry to see the “old boss” 
go, yet always happy to welcome the new one on 
Monday. 

How does Lee Blakeslee like her job? She loves 
everything about it—the stimulating atmosphere, the 
constant pressure, the idea of not knowing what (or 
who) comes next. For this secretary, a new boss every 
week is exactly the right prescription. 
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=== “Opportunity 
| Calling” 
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Hi there! Got a minute to hear about my new secretarial 
job? It’s the greatest! It’s got everything —interesting 
work, friendly people, convenient location. Plus all the 
thrill and glamour of working for one of the world’s 
largest publishers of books and technical magazines .. . 
McGraw-Hill, of course. And it’s one firm where a girl 
can really go places. They offer attractive salaries and 
very liberal vacations . . . and they'll even help out-of- 
towners find a place to live. I'll bet there’s a place for 
you at McGraw-Hill, too. Why don’t you drop in some 
day soon or let me send you some free booklets. 


Personnel Relations Dept. 


McGRAW-HILL COMPANIES 
330 West 42nd Street, New York 36, N.Y. 


,--C-OCO eee 


Rm 818, 330 West 42nd St., New York 36 


C) I'd like to know more about McGraw-Hill as a place to work. 
C] I'm planning to be in New York on 





Name 





Address 





City State 

















YOU Save 56% Typing Time When 
Typing the Titles for Indexes & Guides! 


TYPERITE® 
INDEX 


TABBING! 


Has Typewriter Spaced 
Insert Strips and Tabs 
No Soft Roller Is Used 
Typing Is Faster, Easier 
Always On A Straight Line 





a P= 
tT AICO TYPERITE Tabbing has blank 
: Sa insert strips that are typewriter 
eel Ag spaced to permit the use of the line 
~ = space lever when typing titles. Ends 
‘ the need for soft roller work to center 


or position the title on the insert. Re- 

duces typing fatigue & errors. 

NOW! The Insert Strips For AICO 
GUIDES Also Typewriter Spaced! 


You can now enjoy the same time saving, 
work saving features on typing the titles 





Group Of AICO Guides 
Check File Guide—Open for your Guides. Make filing, finding, 
Shelf Filing Guide— faster, easier and get a neater cleaner 


titling job. AICO also makes Guides to 
your own specifications any size or shape 
with titles to meet your special needs. 


Tabulating Guide—Out 
Guide—Card Guide, efc. 
Also Custom-Made Guides. 


For FREE Samples, Full Info. & Quotations, Write Dept. 55 


AGO 97 Reade St., New York 13, N. Y. 


426 5S. Clinton St., Chicago 7, Ill. 
INDEXES . 
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NO MORE 
OF THIS 


“I'M SURE GLAD I SENT FOR 
THOSE COPIFIXT SAMPLES” 


COPIFIXT completely eliminates hand assembly of messy 
loose carbons. Correspondence goes faster... . . Copies 
are cleaner . .... No more late afternoon fatigue. 
COPIFIXT forms are adaptable to all typewriters and busi- 
ness machines. COPIFIXT Carbon Copy Sets are produced 
on high quality carbon and bond paper. Three styles are 
available for making one, two, or three copies of letters and 
reports. 





INTEROFFICE MEMOS 
The boss is getting out earlier too, since 
we ordered those Interoffice Memos. 
Kasy-to-use 3 part set provides a follow-up 
Other stock Nationa)  0F the originator and two reply copies. 


Litho Forms include bills 
of lading, voucher checks 
insurance report form 





RK-1. carbon-topped sin- NATIONAL LiTHo 
gles... also custom one- 

time carbon interleaved OT 
single-sets, continuous COM ranr 
and tabulating business 

forms. 18423 EUCLID AVE., CLEVELAND 12. OHIO 


Contact your local dealer or stationer OR mail coupon below 


Please send me without obligation your free sample 


; of () COPIFIXT or [) INTEROFFICE MEMOS 

TS OI SS I ee Te 

TE ee RS Oe ae 2 a 
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CITY dichinanmnestiosiccatiantites Co a 
Please Send the Above Coupon with Company Letterhead 











WHAT’S MY LINE? 


(Continued from page 20) 





salesmen dictate on the run and generally end up with 
‘Say it in your own words.’ ” 

“Worst of all,” says Evelyn, “is Mr. Schwartz. He 
always has important mail to get out, and I can never 
catch him for a decent dictation period. He'll get a 
sudden inspiration, start off like a steam engine, get 
wavlaid by phone calls and important buyers, and 
get so impatient by the third sentence that he'll tell me 
to finish the letter myself. 

“Often | run after him with pen and pad in hand, 
and he wheels around to see why I'm following him. 
Then a new chase begins when I want his signature 
on a letter. Sometimes it's hours before he has time 
to sign, but he'll finally smile and say, “There, was 
that so bad?” 

Fortunately, Evelyn is capable of handling much 
of Mr. Schwartz's correspondence herself. And, also 
fortunately, Mr. Schwartz is a very likable man. 


IX ADDITION TO AN INTEREST IN BASEBALL, knitting, and 
ice skating, Evelyn likes to keep up with fashion. This 
is particularly easy for her, because her job invites 
and is enhanced by fashion know-how. Although her 
firm subscribes to Women’s Wear Daily and several 
fashion magazines, Evelyn, sadly, has to read them 
at lunch or on the subway because she never has time 
during work. 

She subways to the garment district from her three- 
room apartment in the Bronx. Her husband, Murray, 
is a draftsman with a ven for hunting. On their recent 
honeymoon in the Catskill-mountain area, Evelyn was 
introduced to hunting and decided to stay with the 
knitting hobby. 

Murray attends evening courses at college and 
studies engineering. Evelyn hopes to join him soon 
to take up psychology. She took a business course in 
high school and began working for an insurance com- 
pany immediately after her graduation. She had, how- 
ever, garnered sufficient academic credits to enter City 
College, where she studied history, business economics, 
and accounting. Since she’s rarely called upon to work 
late, she thinks her nine to five-thirty day at Jonathan 
Logan leaves plenty of time for housekeeping and 
higher education. 

At the office she likes to combine good fashion 
with comfort. “I’m too busy to let tight or ‘gimmicky 
clothes hamper me. Luckily Im a junior size and 
I can buy Logan clothes wholesale.” A trip to the 
New Jersey factory on a Saturday morning will usually 
yield her a new dress or some separates. 

Along with Mr. Schwartz—and everybody else in the 
Logan organization—Evelyn takes great pride in their 
fashions. She’s always delighted when someone she 
meets notices her costume and asks, “Isn't that a 
Jonathan Logan?” 

“Yes, it is,” says Evelyn. “And I’m Jonathan Logan’s 
secretary!” 
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FREE SAMPLE. Fill out the coupon and staple to 
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Signment ¢ . A? Ye ae. | F. S. WEBSTER CO. j1¥ 
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This is the poneil for me!” 
SEMI-HEX 


with NEW 
LANOLIZED 
LEAD 


. . . You’re bound to say 
this about Semi-Hex with 
new LANOLIZED LEAD 
. . . first time you try it. 
Because you'll discover that 
here is the smoothest office 
pencil ever... perfect for 
shorthand and general 
office work. 
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CARBO—WELD 


LANOLIZE 


Make the test . . . on an 
unconditional money-back 
guarantee. Get Semi-Hex 
with new LANOLIZED 
LEAD today! At leading 


stationers. 


GENERAL'S - 


Write us, Dept. S, for a free trial pencil, 
naming your favorite degree. 


5 Degrees: 1-2-2-2/4-3-4 
Fine Pencils since 1889 


GENERAL PENCIL COMPANY 
Jersey City 6, New Jersey 


WALLET SIZE 


PHOTOS 


25.51%... es (/ ee ae a ae 


SHIPPING 


SIZE: 242 x 342 oe er wae \ Fou eu 















FREE 56 ee lie al 
- SAMPLE - eit * . 
RESUME - ft» 


HERE'S THE SPECIAL QUALITY PHOTO SECRETARIES PREFER| “2-7 ~  @ A af 9 —~ AE id 


You receive free, three full pages — a one page sample resume and wr? : 
two pages of instructions, to help you prepare the resume to use with a iS el etl ail a: 


sel ges — ag extras at same time for gifts — relatives, —— P "a 
amily, friends and for identification. Your original returned unharmed ? Z 
with 20 special quality 24% by 3% silk finish, double weight photos plus go C Fs 
ree sample resume. 
You'll love your pictures or money returned. al csp we Pl a 2 


‘ 
| SEPUGATION MOTOS. Beet. 2 2!) Three “months f 
ox . Salem, ; 
We enclose sesteath or photo and $ for “ FOR | . ee sa the day that Vicky 
wallet photos and free sample resume and instruction sheets. $1 | 
| NAME __rom| came tous, ¥Y ¢ - o2y > a 
j ADDRESS a 6 
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Every student needs a 


business library a gee AR 


If these books are not a regular part of your course, 
you will find them to be valuable aids in preparing 
for your business career... and a desirable addition 
to your personal library. 


STANDARD HANDBOOK FOR SECRETARIES, 

Seventh Edition—Hutchinson 

The classic in secretarial reference. Packed with up-to-date information 
on English, pronunciation, punctuation, capitalization, letter writing, 


postal regulations, legal and banking papers, minutes, securities, ab- 
breviations, etc. Completely indexed. 645 pp. List, $3.75 


20,000 WORDS, Third Edition—Leslie 


Handy, pocket-sized dictionary with definitions. Gives spelling, division, 
and accent of more than 20,000 frequently used words. A must for every 
transcriber. 249 pp. List, $1.16 


THE SECRETARY AT WORK—Strony and Greenaway 


A text-workbook in secretarial procedures that tells you what an em- 
ployer desires in the matter of good grooming, good work habits, and 
business behavior; mastery of skills; human and public relations. 140 pp. 
List, $1.90 


REFERENCE MANUAL FOR STENOGRAPHERS AND TYPISTS, 
Second Edition—Gavin and Hutchinson 


A copy of this book on your desk will save you hours of time. It's all 
here: dictation and transcription tips, punctuation, grammar. Topics are 
numbered and coded for quick reference. 192 pp. List, $1.28 


PRACTICAL BUSINESS PSYCHOLOGY, 

Second Edition—Laird and Laird 

Easy to read, easy to understand book on psychology as it applies to 
business . . . a blueprint for being a better worker, a better supervisor, 
a better boss. 544 pp. List, $5.00 

WORDS, Fourth Edition—Hagar and Hutchinson 

An excellent aid to vocabulary development. An “abridged” dictionary 


of business and technical terms ...a key to the language of business. 
224 pp. List, $1.96 


order from your nearest Gregg office 


GREGG PUBLISHING DIVISION 


McGraw-Hill Book Company, Inc. 


New York 36: 330 W. 42nd St. Dallas 2: 501 Elm St. 
Chicago 30: 4655 Chase Ave. San Francisco 4: 68 Post St. 
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Made To Please 
Ki m5: TODAY’S 





SEA) FOL 
BOMB 


America’s Favorite 
Lightweight Paper 


Clean, attractive SEA FOAM BOND 
is the secretary's ideal lightweight sheet. 
It lies flat, erases easily, and files com- 
pactly. 

Sea Foam's a time-saver, too — han- 


dles easily and gives the maximum in 
clear readable copies at one typing. 


You'll appreciate the attractive, eco- 
nomical box —no more frayed waste 
sheets — no more messy paper wrap- 
pings. 

Your work demands the lightweight 
sheet made with you in mind. Next time 
you need lightweight for second sheet or 
office forms, be sure you get SEA FOAM 
BOND. 


7/ GOLORS 


to choose from= 


If your stationery supply house 
doesn't stock SEA FOAM, send for 
samples on your letterhead. 


WRITE — 
Dept. T-! 


BROWNVILLE 
PAPER CO. 
BROWNVILLE, 
NEW YORK 


SEA FOAM BOND 


ALL ABOUT YOU 


(Continued from page 16) 
















TODAY’S SECRETARY ¢ September, 


Mail order purchases play a part 
in the buying habits of TS readers, 
perhaps because so many readers 
live in small cities and towns where 
the choice of merchandise is often 
limited. Seventy-five per cent of 
those questioned said that they 
purchased items by mail. Clothing 
and gifts top the list—household 
items, jewelry, and cosmetics 
round it out. 

The present-day secretary likes 
to travel. Vacation trips were the 
rule rather than the exception. July 
and August are the favorite months 
for fun. And “two weeks with pay” 
is still the average vacation period. 


Now LETS TAKE A LOOK at the 
secretary on the job. Our question- 
naire showed that the typical secre- 
tary is an experienced career wom- 
an. She’s been working from one to 
ten Her may be the 
president of a corporation, a de- 
partment head, a school principal, 
a doctor, or a salesman. 

Manufacturing companies em- 
ploy the greatest number of our 
questionees. Government and edu- 
cational institutions, public utilities, 
and professional people are the 
next biggest employers. Oddly 
enough, the so-called “glamour” 
fields—advertising, publishing, tele- 
vision, and the like—ranked 
tremely low on the list. 

Our secretarial subscribers do in- 
fluence the choice of office supplies 
and equipment. Many are directly 
consulted before such items are 
purchased. Many more have an in- 
direct influence through their brand 
preference. This factor undoubted- 
ly explains the desire of manufac- 
turers to “high-style” the functional 
typewriter, adding machine, and 
office desk. The woman’s touch is 
slowly creeping into the office. 

With some trepidation, we asked 
our readers how they felt about 
Topays SECRETARY. Once again, 
they responded nobly. We found 
out what they liked and what they 
didn’t like. Happily, the over-all 
response was so favorable that we 
could feel a modicum or two of 
pride. 

As statistics go, we think ours 
make interesting reading. Most im- 
portant to us, they tell us all about 
you. 


years. boss 


ex- 


| 





DIXON TF. 


! 


Not with TICONDEROGA 


Fingers won’t cramp or tire even 
after long sessions with a Dixon 
Ticonderoga pencil. No finger fa- 
tigue common with other writing 
instruments. Prove it to yourself. 
Try Ticonderoga —it’s Leadfast. 


TICONDEROGA 


THE JOSEPH DIXON CRUCIBLE CO. 
Pencil Sales Division, TS-9, Jersey City 3, W. J. y 
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NOW AVAILABLE 
IN REPRINT FORM! 


MOST-USED SHORTHAND 
TERMS FOR 
10 DIFFERENT FIELDS 


Because of the demand for industry terms 
in Gregg Shorthand Simplified published 
in Today's Secretary, we have secured a 
limited supply of reprints. Each list of 
terms has been printed on an 8' x 11 
sheet of quality stock. Prices are as fol- 
lows: 

Single copies—25 cents each 

10 to 50 copies—20 cents each 

Over 50 copies—15 cents each 

Complete set of 10—$1.75 


Cash or check for full amount must ac- 
company order. 

Reprint Department 

Today's Secretary 

330 West 42 Street, New York 36, New York 
Please send me............ copies of each of the 
reprints | have checked below, for which I 


enclose payment of $...............cceceeeee 


estan Chemical ssseeee-Electronic 
ecesees Electrical sesseee- Construction 
ranean Legal eeseee Aviation 
sation Oil ....Contract 
svewend Medical soeeee INSUTONCEe 


einai Complete set of 10 
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MODERN BOSS NEEDS 
SUPERSECRETARY 


(Continued from page 9) 











Put the interests of the boss first. 
Speak of him in terms of respect 
no matter with whom vou are talk- 
ing. Remind him, tactfully — of 
course, of details of company policy 
or individual matters that may have 
slipped his mind. Youll help him 
avoid small embarrassments that 
can sometimes be more significant 
than so-called “major” matters. 

You supersecretaries are doing a 
pretty terrific job for your bosses— 
and vour bosses know it. You are 
in positions of importance for ex- 
ceeding the dreams of the pioneers 
in your profession. Keep going for- 
ward. We cant stand still in this 
mid-twentieth century. And atten- 
tion to the minutest details of your 
job's requirements will make cer- 
tain that those who follow you will 
have an important spot to fill—an 
even more important spot than the 
one you moved into when you first 
began this fascinating business of 
being a supersecretary. 





Words 


Key to teasers on page 14) 


ONE OR TWO MS? 


One m: 1, 3, 4, 5, 8, LO. Pwo ms: 2 
6. 7,9 


rHIS CAT HAS TEN LIVES! 


l. caterer; 2. catastrophe; 3. cataract; 
t. catechism; 5. categorical; 6. cataract; 
7. Catawba; 8. caterpillar; 9. catamount; 
| 


0. catchup or catsup. 


WHEN DIVISIONS DIFFER 


|. pres-ent; 2. re-cord, 3. prod-uce; 4. 


pro-gress; 5. rec-ord; 6. pro-duce; 7. pre- 
sent; 8. min-ute; 9. prog-ress; 10. mi- 
nute. 


FROM POSITIVE TO NEGATIVE 


1. abnormal; 2. disengage; 3. improper; 
1. ignoble; 5. illiterate; 6. disenchanted; 
7. dishonest; 8. indecent; 9. nonsense; 10. 
irreducible. 


OMIT THE USELESS WORDS 


1. Omit in number; 2. He is writing his 
autobiography; 3. Omit absolutely; 4. 
Omit together; 5. Omit again; 6. Omit 
back; 7. Omit wealthy; 8. Omit together; 
9. Omit up; 10. Omit both. 





Are you looking for a new job? On this page, every 
month, you'll find listed reputable employment 
agencies that can help you solve your job-hunting 
problems. Whether you want a job in your own 
vicinity or whether you want to move to a new loca- 
tion, our Employment Agency Directory can be your 
expert guide. Check the agencies listed here first. 


EMPLOYMENT AGENCY DIRECTORY 

















CHICAGO NEW ORLEANS 
(BI RCH i __ Furnishing B Planning Relocation? Contact 
Qualified Secretaries to the 


x High-Paying Chicago A-1 EMPLOYMENT SERVICE 


Market On An 











SECRETARIAL Employer Pay Fee Basis 1409 National Bank of Commerce Building 
PLACEMENT 59 E. Madison © Suite 1417 New Orleans 12, Louisiana 
SPECIALISTS . CEntral 6-5670 J 13 Years Same Management CAnal 4241 








NEW YORK 


AMY LORTON McKAY 
Established 1940 
Personnel Placement—Men & 


Employers Recommend 
ROLAND 
EMPLOYMENT SERVICE 


for high standards, excellent performance, 
and best job applicants. That’s why they 














list their best jobs at / Women 
ROLAND EMPLOYMENT SERVICE Advertising Industry Publicity 
ichi Airlines Magazines adio 
ee FRanklin 2-0320 Fashion Book Publishing Wall Street 





30 Rockefeller Plaza—Suite 3030—Cal!i CO 5-3988 





DENVER 


Secretarial positions with the finest 
SECURITY EMPLOYMENT SERVICE firms in the Advertising, Publishing and 
“A Good Name to Remember’’ for the best in Business Fields in Midtown—Radio 


secretarial positions. Security for the applicant, Citvy—Grand Central Area are avail- 
security for the employer. No registration fee ; 








very low rates able through the Moran Agency 
MRS. MARIE SMITH, Owner MORAN AGENCY, 545 Fifth Avenue (45th St.) 
1312 Broadway KEystone 4-7273 





SS 





DETROIT Where High-Grade Secretaries 


& Top-Grade Positions 




















ALL JOBS FREE AT Have Met 
RUSSELL KELLY y” For More Than 25 Years 
, Confidentially Contact..... 
Permanent and Temporary 100 eo Miss Marion Steele CO 7-454. 
649 Fre Press Bidg Detroit 26, Mich. 
(Cass & Lafayette) WO 3-9510 SAN FRANCISCO 





“A Step in the Right Direction... 
when you visit 


Want information about employment agencies oft ER E 

in other cities? We'll be glad to furnish, on u\\ 

request, names of reputable agencies in cities ¢ WESTERN EMPLOYERS St vic 

not listed here. Send a stamped, self-addressed 4s" for the best in office positions 

envelope with your request. ue San Francisco's Largest 
TODAY'S SECRETARY ee it NO FEE AGENCY 

3: - 42 LET, NE ‘| kc 3, N. ° 

30 W. 62 STREET, NEW TOum \ 995 Market St. | DOuglas 2-5486 

















Coming Next Month j 


it's election year again. While we hesitate to make any predictions 
about the outcome of the big race, there’s one man who can give an opinion 
—George Gallup of “poll” fame. In the October issue of Topay’s SECRETARY 
you'll meet his secretary, Connie Wright, a girl who usually knows what 
lies ahead. 


Life on Capitol Hill is always busy, never dull. In evidence, we offer 
Richard Ward’s story of his experiences as secretary to a member of the 
United States Senate. The office—a mecca for visitors, ranging from the 
Army Chief of Staff to a barbershop quartet; the mail—a pro-and-con flow 
that came from everyone and everywhere. 


Typing therapy-—sage advice on how not to make those annoying 
mistakes, and how to improve your typing technique. 
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60 years 


young... 


and still the best friend 
a secretary ever had 


He got his first job in 1896, helping secretaries turn 
out neat, crisp work. Since then, he has been 
aS, employed in almost every modern and efficient office 
across the nation. He chases fatigue so that office 





gals can enjoy their “after five” hours. He helps them 
take pride in their daily work ...and they are happier, 
the boss is happier, the clients are happier, everyone 
is happier. 


His name is 


Panama-Beaver 


For 60 years, PANAMA- 
BEAVER has helped combat 
“eye fatigue” that strikes at so 





many secretaries during the 

© y 
© course of the day. All 
@ PANAMA-BEAVER products 


are Vision Engineered, from Hypoint colored carbon 
papers to Lustra Colorful Inked Ribbons that 
harmonize with all papers and letterheads. The EYE- 
SAVER and NEW Ebony Unimasters (for spirit 
duplicating) have tinted jackets to avoid glare, relax 
the eyes, relieve harsh contrast, and permit faster work. 
Find out how PANAMA-BEAVER can become a 
non-salaried hard working experienced employee in 
your office. Call your local PANAMA-BEAVER 
Man, always a live wire! 


/) 47 
PANAMA-BEAVER 


bitbbond Oh 


MAniFoLp Suppuies Co. 
19 Rector St. New York 6, N. Y. 
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No. 1555 


The right point for the way you write 
Gregg shorthand. Instantly renew- 
able... at any pen counter. 


Esterbrook Gregg shorthand points 
fit the new pastel Esterbrook Petite- 
Pak Set—and all Esterbrook Pocket 
Pens and Desk Pen Sets. 


Copyright 1956, The Esterbrook Pen Company 





Faster, Clearer, Easier Notes With This 


GREGG-APPROVED 
PEN...AND POINT 


Gregg shorthand was specifically planned to be written 
with a pen. Speeds up taking notes—makes them clearer to 
read and easier to transcribe. 


And Esterbrook has the point specifically designed 

for Gregg! Next time you pass a pen counter ask to try 
Esterbrook’s special Gregg Point (No. 1555). You’ll find 
your notes glide with ease—without pressure—never skip or 
miss. Every stroke, circle or hook is bright and uniform. 


The price is too modest to miss. And—should you ever 
damage the point—an identical Esterbrook Renew-Point 
is yours for just half a dollar. You can replace points 
instantly ... at any pen counter. 


Kx P.S. If you’re just starting, the above note reads: 


"The Greatest for Gregg !”’ 


® 
6. SHORTHAND PEN 


YHE ESTERBROOK PEN COMPANY, Camden 1, New Jersey 





